
Today's Date: _________________

Event Name:  

Date(s):

Time(s): ________________________ Location(s): ____________________________________

Contact Person: __________________ Phone/Email (Preferred Method):__________________________

News Release Needed?_____________ If so, when?_____________________________________

Posters Needed? Who is Making Them?* How Many? _______ Date Needed? ______

Flyers Needed? Who is Making Them? How Many? _______ Date Needed? ______

Sign Up Sheet Needed? Who is Making It? Sign Up Deadline? ____________________

Set-Up Needs (Be specific/Draw diagram if necessary):

Office Use:

Publish in Bulletin Purpose of Event:

Create Slide

Publish in Chronicle

Schedule in Connection Power

Write Event on Hard Copy Calendar

News Release, if Requested Any Fee Involved? 

Posters, if Requested If so, how much? $_______________

Flyers, if Requested What does fee cover?

Sign Up Sheet(s), if Requested ___________________________________

Wildwood Ministry Event Checklist

*If your group is making their own poster/flyer, please submit it to the office for approval.  If it is desired that 
the secretary create the poster/flyer, please give ample notice.

Please note:  Although we can create advertisements and submit news releases from the office to help promote 
your event, the success of the event is really dependent upon your group organizing and promoting it first hand.

initiator:wildwood@wildwoodchurch.com;wfState:distributed;wfType:email;workflowId:ac4d31c319ac714281957de7156ca9b0
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