How to Publicize Your Event

1. Book space in EMS at http://calendar.smcm.edu/BrowseEvents.aspx. This is also where you can request a photographer for your event. Include time, location, subject for the photograph, and the event-site contact that the photographer should meet.

2. There are four ways to publicize your event:
a. Press release (contact Barbara Geehan at x3073 or bjgeehan@smcm.edu): request should include “who, what, when, where, how” basics. Also include a speaker bio and photo, or contact information on how to get them. Please aim to get information to the Publications & Media Relations office 3-4 weeks ahead of event, so we have time to send draft release to you for your comments. Our goal is to get releases out to the media at least 10 days before event dates. 
b. Printed, four-color calendar of events mailed to 9,500 in the tri-county/DC Metro area (contact Lee Capristo at x4795 or lwcapristo@smcm.edu): request should include speaker’s name, title, brief bio, topic of talk or title of exhibition, link to speaker’s own web site, and a piece of art/photo to illustrate the event.
c. College homepage (contact Lee Capristo at x4795 or lwcapristo@smcm.edu): same info needed as for b., above. Events on College homepage are also listed on www.smcm.edu/bulletin.
d. River Gazette’s calendar of events (contact Barbara Geehan at x3073 or bjgeehan@smcm.edu): same info needed as for b., above. 
3. Deadlines:
a. Photography requests: at least two weeks before the event

b. Press release: three –four weeks before the event

c. Printed calendar of events: prints three times per year

i. Summer deadline: July 17
ii. Fall deadline: September 14
iii. Spring deadline: December 1
d. College homepage: at least one week before the event

e. River Gazette’s calendar of events: 

i. Fall issue’s deadline: August 10
ii. Winter issue’s deadline: October 7
iii. Spring issue’s deadline: December 15
iv. Summer issue’s deadline: April 5
Tips:

Check availability for a space by looking in EMS and consider other programming that might compete with your event. Call the Events Office at x4310 if you have questions about space planning and event coordination.

Photography at your event: Questions? Contact Barbara Woodel at x4194 or bjwoodel@smcm.edu.
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