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CKCoJ – Event/Advertising

Public Announcement Information Form

Information provided on this form will be used for PSA’s, Advertising and Web Site/Calendar updates.  Please complete the entire form and email to the PR Coordinator at info@ckcoj.org or mail to PO Box 32513
Juneau, AK 99803 attn: PR Coordinator/Webmaster.

	Class/Event Information

	Class/Event Title:
	

	Day of week (if recurring)
	M T W Th F S Su
	Dates


	Times

	Venue/Location
	

	Class/Event description:
	

	Instructor/Facilitator 
	Name:
	Contact Number:
	Email Address:



	Special Considerations/ General Information
	

	Registration Form?
	Yes
	No
	Location of form:



	
	Changes to existing form?
	Please indicate changes needing to be made:



	Cost of program/participant fee?
	Members $
	Non-Members $


Please Note: 

· PSA’s are provided to non-profit organizations free of charge providing that the program/event is free to the public.  Information will be sent to radio stations and print publications/newpapers and are usually accepted 1 week prior to the event.  Because this is free advertising there is no guarantee that the announcement will be aired/printed.

· Advertising: Classified or block advertising – upon request, ads may be placed in the local paper.  The following information is required for paid advertising –

	What type of ad?
	Classified
	Print/Block

	How much money is authorized for advertising this class/event?
	$
	By whom?

	When should this ad be run?
	Days

M T W Th F S Su
	How long?

1 week, 2 weeks, 

3 weeks, other?

	
	Begin Date:
	End Date:


Other information needing to be updated.

	Location of information
	Website
	Club Voicemail

	
	Other

	Specific information needing updating

	


Other relevant or pertinent information?
	1. Date of request:

	2. By whom?
	Name:
	Phone #

	
	Email

	For PR Coordinator Use Only

	Received by:
	

	Date:
	

	Action Taken:
	Web Site updated – main page, calendar, other
	Date:

	
	Advertising
	Date:

	
	Where/Who:



	
	PSA’s
	Date:

	
	Where/Who:
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