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Marketing & Public Relations Request Form

Date Submitted: ____________________  Expect a 5 business day turnaround for all requests, dependent upon request.   
***URGENT REQUEST***  □ YES    □ NO  			   Date Needed: ___________________	

Program Requesting Assistance: _______________________________________

Program Contact Person: ______________________________	      Phone/Ext: ____________________

Program Director Signature: _____________________________________________________________

(Please complete all applicable sections)
Event/Request Title: ___________________________________________________________________

Event Date(s): _________________________	               Event Time(s): _________________________

Audience: ___________________________________________________________________________

Location: ____________________________________________________________________________

Describe event: _______________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Collaborating partners/Co-sponsors: ______________________________________________________
____________________________________________________________________________________
 

Details of request: (Select all that apply)

□ Flyers 	
· Paper size (please select all that apply)  
     □ 8 ½” x 11”      □ ½ sheet (2 per page)      □ ¼ sheet (4 per page)      □ Other: ___________
· Please check one & indicate # of copies after:  
     □ color _____          □ black & white _____          □ both _____ 
□ Social Media (please select all that apply)
□ Facebook post     □ Facebook event     □ Twitter post     □ Instagram post     □ LinkedIn post
□ Constant Contact Email – Constant Contact emails are scheduled to be sent the 1st & 3rd weeks each month. It is the discretion of the Marketing & PR Manager to determine which email is appropriate or if request necessitates a separate email. Information must be received by the 20th of the previous month for the week 1 email & by the 5th of the month for the week 3 email. 	
□ Other advertising avenues (please select all that apply)
□ Chamber Events Calendar		□ Times Union Events Calendar	
□ Daily Gazette Events Calendar	□ Daily Gazette Community Notes
□ DSIC (Downtown Schenectady Improvement Corporation) Events Email		
□ Press Release			□ Media Advisory	
□ Other ____________________________________________________________________________


Email the following information to KWolf-Piechota@ywca-neny.org. Check which you have sent/will send. 
[bookmark: _GoBack]     □ Suggested Photos          □ Sponsorship Logos          □ Contact List (When Applicable)

Email completed form to KWolf-Piechota@ywca-neny.org. 


Development Department ONLY

Date Received: ____________________		         Date Completed: ____________________
Name of Staff Completing Work: _________________________________________________________	
Development Director Signature: _________________________________________________________
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