
Publicity Worksheet  Revised February 9, 2007 

FUMC COMMITTEES: Publicity Worksheet 

Call Adele to schedule your event on the Church Calendar a.s.a.p. (662-4536 or 
adele@fumc-a2.org). Then gather the following information about your event to 
assemble accurate and informative announcements or advertisements: 

Event Title: ______________________________________________   Annual Event 

Type of Event: ______________________________________________   Fundraiser 

Date(s): ______________________________________________________________  

Start Time: _______________________    End Time: __________________________  

This event is for:   Adults only      Adults and Children 
 Babysitting is:       available       not available 

This event is:   Free       $________ for adults       $________ for children 

Food provided:   Yes      No 
   Refreshments      Meal      Dessert      Potluck 
 Provided by: ____________________________________________  

Help prior to the event is needed with: ______________________________________  

Participants should bring: ________________________________________________  

RSVP or registration is     Not required      Required by (date): ________________  

Contact Name:  _______________________________________________________  

Phone Number: _____________________ Email:____________________________  

Event is sponsored or offered by: __________________________________________  

Fill out a “Green” Room Set-up sheet and turn it in to the office a couple of weeks 
before your event to make sure your room is set up the way you want it!  
This form is attached, but it can also be found in the hallway outside the office 
downtown, or online at: http://www.fumc-a2.org/cf/files/greenroomsetupform2005.pdf  

FREE ADVERTISING OPPORTUNITIES: 

Within our church: 

  FUMC Sunday Bulletin (deadline is noon previous Wednesday) also posted online 
 An announcement can run for max of 3 weeks; a full-page insert for 1 week only 
 Contact Adele Roy, 662-4536, or adele@fumc-a2.org 
 Run on following date(s): ____________________________________________  

  FUMC Messenger Newsletter (deadline is 10th of previous month)  
 Contact Marcia Schlee, 426-2902, or jschlee@umich.edu  
 Run on following date(s): ____________________________________________  
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Within our community: 

  Ann Arbor District Office Newsletter: “The Vine”  published monthly and mailed or  
 emailed from the District office to area churches. Possibly online in the future. 
 (deadline is 10th of previous month)  
 Contact Jane Pollock, 663-3939, or aadisumc@sbcglobal.net  
 Run in following issue: ______________________________________________  

  Ann Arbor News, “Community Journal”, runs each Saturday  
 (deadline is 3rd previous Friday) Email: communitylife@annarbornews.com 
 Run on following date(s): ____________________________________________  

  Ann Arbor Observer, Monthly, also appears in on-line version of paper  
 (deadline is 10th of previous month)  
 Contact Laura Bien, 769-3175, or laurab@aaobserver.com  
 Run on following date(s): ____________________________________________  

  West Side UMC Sunday Bulletin (deadline is noon previous Wednesday)  
 Announcement can run for max of 2 weeks  
 Contact Arlene, 663-4164, or westside@westside-umc.org, or fax: 663-3250 
 Run on following date(s): ____________________________________________  

  Dixboro UMC Sunday Bulletin (deadline is noon previous Wednesday)  
 Announcement can run for 1 week  
 Contact Joanne, 665-5632, or dixborochurch@aol.com , or fax: 665-5772 
 Run on following date(s): ____________________________________________  

  Ann Arbor Family Press, Monthly Calendar listings (family events only) 
 (deadline is 15th of previous month) Announcement MUST include event title, 
 start time, date, cost, info, phone number, & sponsoring organization 
 Email: calendar@toledocitypaper.com or fax: 419-244-9871 
 Run on following date(s): ____________________________________________  

PAID ADVERTISING OPPORTUNITIES: 

  Ann Arbor News, (call 994-6988 for size/cost/schedule) Daily 
 Run on following date(s): ____________________________________________  

  Ann Arbor Observer, (call 769-3175 for size/cost/schedule) Monthly 
 Run on following date(s): ____________________________________________  

  Michigan Daily, (call 764-0554 for size/cost/schedule) Daily to UM Students 
 Run on following date(s): ____________________________________________  

  University Record, (call 764-4342 for size/cost/schedule)  
 Weekly to UM Staff/Faculty 
 Run on following date(s): ____________________________________________  
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OTHER OPPORTUNITIES:     

These must be planned, created, and in some cases booked well in advance! In all cases, 
please contact the office if you are planning one or more of the following: 

  Create a Banner to be displayed at location: _______________________________  

 On (Dates): _______________________________________________________  

 

  Create     Flyers     Brochures     Posters   ...to be distributed at/on: 

 _________________________________________________________________  

 Please post flyers/posters on bulletin boards.  
 Don’t forget to post things both downtown AND at Green Wood! 

 

  Host Connections time between downtown Sunday services on: ______________  
 Sign up downtown on the bulletin board next to the welcome center in the  
 West Entry. Members of your group provide cookies or other treats and do the  
 setup and cleanup. Complete instructions can be found on our website at: 
      http://www.fumc-a2.org/hospitality.cfm 
 Ideas: get creative with your theme and food, wear “Ask Me” badges, have fliers or  
 “tent cards” available on the refreshment tables about your group or event... there  
 are many ways to make this informative and fun. 

 

  Have a Table at Connections between downtown Sunday services on: _________  
 Contact Adele, 662-4536, or adele@fumc-a2.org to sign up, by noon the  
 previous Wednesday. A banner is created for your table and your group is listed on  
 the back of the bulletin. 

 

  Provide a Moment of Mission during downtown Sunday services on: __________  
 Contact Adele, 662-4536, or adele@fumc-a2.org to sign up. Dates fill up fast.  
 No Moments of Mission on the first Sunday of the month. Please note that a  
 Moment of Mission should focus on the overall project or event, it is not to be used  
 for recruiting or monetary pleas – you could refer them to your table at  
 Connections or your bulletin insert for additional information. 

 

  Other ideas?: _______________________________________________________  
 



Date(s): day:        Sun        Mon        Tue        Wed        Thu        Fri        Sat 

 � morning          � afternoon          � evening 

 � recurring weekly     � recurring monthly    end date: __________ 

TO SCHEDULE A ROOM: 

�  Contact Adele Roy, Administrative Assistant, to place your event on church master calendar. 
734-662-4536 ext. 11 or adele@fumc-a2.org 

�  Complete this form at least five days prior to your event and  
drop it off to the office or the Staff Correspondence mailbox. 

Room Arrangement: 

FUMC Ann Arbor Room Setup Sheet 

Your Name: 

Today’s Date: 

Room: 

Phone Number: 

Event Begins: Event Ends: 

Setup Time (if needed): Cleanup Time (if needed): 

Group Name: Event Title: 

Person Leading Event: 

Number of Tables needed: Number of Chairs needed: 

Audio/Visual Needs:                    TV              DVD             VCR              Microphone              Podium 

(circle all that apply)       Overhead Projector         Screen        Easel         Whiteboard         Newsprint 

Other: ______________________________________________________________ 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile true
  /CreateJobTicket true
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


