PUBLICITY FOR PAMUNKEY REGIONAL LIBRARY EVENTS


For all special events sponsored by the Pamunkey Regional Library, all publicity information should be to your Supervising Librarian at least eight weeks before the event.  If you have a program come up with short notice, please send the information as soon as possible.  This will help our office to get flyers and other publicity designed and sent out in a timely manner.  If you do not receive your publicity materials at least two weeks in advance, please contact your SL ASAP. You will need to send the following information:

· Branch Name (we will add address and phone number to the flyer.)

· Staff member(s) in charge

· Date

· Time

· Name of the program

· Speaker

· Type of audience that the program is intended for

· Will there be refreshments?

· Are there any sponsoring agencies?

· Any suggestions for where publicity should be sent?

· Brief description of the program

If you have any questions about this, please contact your Supervising Librarian.

