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Event Publicity Form

Publicity for LWV events is handled in a decentralized way; the planner of each event is responsible for submitting the publicity to the various media outlets.

Sponsoring Group/Committee:

Chair:

Contact (if different):



Phone:


Email:

Event Name:

Venue:

Date:

Time:

Description of Event (As you’d like it to appear in print: include names of moderator/host and participants, along with relevant titles. Interesting quotes and/or pictures help attract attention to your publicity piece.)
Picture(s) Available/Attached:   ______no    _____ yes 

Please have the LWV ANA president proofread this form, then extract the relevant text from this page and submit it to the news organizations.
Revision 9 July 2007

LWV A/NA Publicity Procedures  
The LWV president should proofread everything that goes out under the LWV’s name.

Contact info and submission deadlines
____
Andover Townsman: nfater@andovertownsman.com 


Deadline for letters-to-the-editor and Pg. 3 News briefs: Monday 9 am


Deadline for Calendar of Events (cultural events, entertainment): 2 weeks prior to the issue you’d like it to appear in, and, as they are willing to run it for two issues, this deadline can be 3-4 weeks before the event.

____
North Andover Citizen: northandover@cnc.com. 

____
Boston Globe Northwest: globenorthwest@globe.com. Deadline: 5 weeks prior.
____
Eagle-Tribune: http://plus.eagletribune.com/ze/info/letterstotheeditor.htm 

____
Town Crossings: (North Andover) MMorrissey@towncrossings.com 

____ 
Andover Cable TV: Public Service Announcement: Wess Murphy, wmurphy@andovertv.org, 978-475-9723 or Sara Antonakos: santonakos@andovertv.org. Deadline: 2 weeks prior to event.
____ 
N. Andover Cable TV Bulletin Board: info@northandovercam.org, 978-687-6570, (Ellie Pye)

____
LWV Calendar on the MHL website, N. Andover Town Calendar 

Cable TV format
Send the desired text: Maximum of 8 lines, 40 characters per line -or- send a camera-ready Powerpoint or JPEG file to the Andover Cable TV (contact info above).
Andover Townsman – 12/8/06 Meeting w/ Neil Fater, Editor & updates since then
· There is a 325 word maximum for letters-to-the-editor. Generally, shorter is better.

· Letters must have an Andover connection to run—either the author or the topic.

· When emailing Neil Fater, put LWV in the subject line. 

· Ask for a receipt or verification that they received your email.

· They can accept a jpeg photo file, preferably of ½ MB – 1 MB size. Do not zip the jpeg. The Townsman does not copyright the photos that we submit. Want 200-360 ppi for print quality (300 ppi if possible).
· Submit your letter or article as text in the email.

· Pg. 3 News Briefs: Neil said info advertising upcoming LWV events would generally run as a Pg. 3 News Brief. These News Briefs are 2-3 paragraphs of 2-3 sentences each.
· News story (articles): If you have an idea for a longer news story, you can run the idea by Neil to see if there might be interest. You can also submit an article without first contacting Neil; however, there is no guarantee that the Townsman will use it. (And no guarantee even if you have first contacted him, although the odds are better in this case.) Sometimes they will incorporate some of the information supplied in an article you submit into a story they are doing.

Andover/North Andover











