Promotional Work
Policies, Request, Information

POLICIES

The staff and leadership at The Point have established these policies to create a unique and consecutive feel to everything promoted by The Point. All promotional work must be pre-approved by the Director of Communication. Most promotional material will need to be modified or redesigned to coincide with our standard operating procedures, and to fit within our guidelines for communication and promotion.

If any material is found to be available to the public without prior approval, it will be removed immediately without notification.

The Point reserves the right to create, modify, refuse, and/or adjust any event, promotional material, or communication of any kind to the public based on our standard operating procedures.

If any Point-sponsored event would like promotional material, they have the right to request artwork and communication material in a timely manner. The guidelines that follow will establish a “timely manner” as is established for different avenues of communication. When communication is requested, it is Director of Communication’s responsibility to provide the material within the timeframe established. No other printed, or otherwise communicated material will be allowed.
REQUEST FOR COMMUNICATION

Please review the following information before filling out the attached form.

The following dates and time frames are before your promotion begins, not the event date, unless otherwise noted.

-Initial interview and meeting :: 6 weeks suggested, No less than 4 weeks.


This initial meeting between the Director of Communication, any other staff,  and the event/program leader or sponsor is to gather general information on the event, as well as make sure a proper budget and material are being prepared for.

-Video Communication Request :: 5 Weeks


If you would like a video to promote your event, or any video shown during your event, you must request this form of communication 5 weeks prior to promotion. This allows our Media Team to create and/or edit a video as needed.

-Printed Communication Request :: 4 Weeks


Any form of printed material must be requested a minimum of four weeks prior to promotion.

-Web/Technology-based Communication Request :: 4 Weeks


Any request for information on website, social media, email, or any other technology-based online communication must be requested a minimum of four weeks prior to promotion.

Please note that any communication material will be submitted to the Event/Program Leader for final approval. Initial drafts may also be submitted to the Leader for approval before moving forward, but the final approval will be presented no later than three days prior to promotion date. All drafts and approvals will be submitted electronically, so a valid email address is required.
REQUEST FOR COMMUNICATION

Please fill out the following form.

Event Name: _________________________________________________________________________________

Event Date: ___________________________________________________________________________________

What community does this event fall under? _____________________________________________

Account Number to charge costs to: _______________________________________________________

This number can be requested from the Director of Operations or your Community Leader.

Promotion Begins: ___________________________________________________________________________

This date is subject to adjustment based on the Master Calendar of The Point and upon recommendation from Community Leader and Director of Communication.

Event Theme: ________________________________________________________________________________

Colors/Look/Ideas: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Expected Attendance: _______________________________________________________________________

Is pre-registration required? YES  NO

Is there a registration fee? YES  NO

Are tickets needed? YES  NO

Please Note that any event involving finances must go directly to The Point’s office, and not dealt with by the event or community leader, or any staff.

Print Request (Please indicate how many, if applicable)

____ 8.5x11 Flyer

____ 11x17 Poster

____ Postcard (¼ Page)

____Registration form 

Video Request (Must meet with Media Director to discuss)

____ 30 Second Promotional Video

____ Video During Event (Length: __________)

____Post event recap video (Length: __________)

Technology-Promotion Request

____ Social Media Promotion


____Facebook Event

____ Website Information
        ____ Web Registration
____ Email Information/Registration (Weekly Update)
____ Phone Call (Limit 1x per Event)

___________ Preferred date of phone call
Contact Name: _______________________________________________________________________________
Contact Phone: _______________________________________________________________________________
Contact Email: _______________________________________________________________________________

Valid email is required; proofs will be emailed to you for approval.
