
PR Request Form

In an effort to assist your ministry or group with affective and timely advertising and press release items the PR Board kindly request 
that you fill the following form out to it’s fullest extent. Please make sure to indicate the name of your specific event, the date, location 
where the event will be held, time of the event and where you would like the event publicized within the church and/or the community. 
Please note due to the time sensitive manner of some media avenues, you may want to plan your event well in advance and/or give a 
brief overview of the event. Most publications require a minimum of one month’s notification to list your event in their publicaiton. 

PLEASE LEAVE A COPY OF THIS FORM IN THE PR MAILBOX AND WILL BE PICKED UP BY THE PR BOARD 
EVERY WEDNESDAY AND SUNDAY. FOR YOUR CONVENIENCE.

YOU CAN ACCESS AN ONLINE VERSION OF THIS FORM AT www.holy-nativity.com/pr.
Please feel free to contact us via email at pr@holy-nativity.com

Ministry(s) or Group(s):

Name of Event:

Date/time of Event:

Location of Event:
Please make sure you have reserved your location in advance. If you are utilizing the Family Life Center, please contact the church office directly 
to check availablity and reserve your space. Church office number (410) 242-9441

Description of Event:

person to contact about the event:

this event is for?: 	 c church members	 c community	 c children & family

	 c youth	 c adults	 c active adults

do you need assistance in the distribution/posting of flyers:     c yes	 c no

COPY FOR OUTDOOR BANNER:

c  newsletter

c  website 
	 You event wll be listed on the Holy Nativity Website and added to our RSS feed.

c  poster at info desk

c  outdoor banner	
	 Requires approval for budget, please indicate desired dates you would like your 		
	 banner posted and copy for banner, please limit your copy due to the size & message.

c  newspaper listing 
	 Requires miniumum of 1 month advance notice and 2+ months pending 
	 holiday seasons. 

c  flyers 
	 Please supply the PR team with a copy of your flyer and indicate above 	
	 if the event is for church or community for proper distribution.

c  online listing
 	 Listings will be posted under family events online.

c  other Please indicate below.

where would you like your event publiciszed?


