Divine Mercg ™ vent and Fromotion "orm

Xl 2

N | Z

V / \Q For any and all events the )Co”owing form needs to be filled out before final aPProva]

‘ can be given. F!ease return it to Robin Lai(e in the Fan’sh O]Clcice. You will be informed

Wh@ﬂ 3OUT event l‘was bCCﬂ aPPrOVC&. Thaﬂ‘( yOLJ FOT cooperation

|
Contact Ferson Name and Numiaer:

Title and Description of [T vent:

Which Ministry is [nvolved (If Applicable)
Date and | ime of |~ vent:
How Often: [ |Weekly [ [Monthly || Bi-Weekly

[ ocation of Fvent: || Divine Mercy || Off Site/Other:

Do you need to reserve alocation on the church Premises’f‘ C!‘xeck all that applgz D Cnurch D Dome

D Socia] [Hall/ Kitchen D Chapel D Pavilion D Courtyarcl D Field D Ministrg Building
(Formcrly Academg)

Will tickets be sold for this |~ vent?

[f yes, how much will cach ticket cost?

WI” you need: D Bu”etin Fromotion D SIide Fromotion D Announcement made at Mass

H:gou will be using Promotional resources once your event is aPProvcc], Plcasc see the “Fromotion |nformation”

shcct on how to Procccc].

D Attached Diagram (if aPPIicable) for maintenance if needed to use tables and chairs for event.
T ables: D Round D f"ligh (Cocktall D Rcctang]e D (Chairs

A119 other special instructions:

Please be aware that last minute requests may not be aPProvcd due to lack of availabﬂity.

]:or OF{:ice USC Onlg: Date APProvecl: Y or N

[ |Operations Manager _________ _ |Faith Formation ________
[ IVolunteer Coordinator/Calendar | IMaintenance

[]Communications || Office Manager ___
| |Musicand [ iturgy ___

Stag Notes to Ministrg | ead:




Promotion |nformation

Bu"ctin: lxcgou would like somethir\g Printed in the bulletin for your ministry/event, email Caitlin

Buckles at cbuckles@divinemercychurch.ore with the Fo”owing information.

o Description of event

e Date and time of event

e | ocation of event

o Name of contact person

. Fl’\one/email of contact person

]1C tickets are being sold:

. Wl’\ere are the tickets available for Purchase?

. How much do the tickets cost?

*Furchase needs to be a $20.00 minimum for the credit card machine to be used.

T his information should be written and formatted as you would like it to appear in the bulletin. All
submissions are subjcct to cl’xange. lnFormation must be submitted no later than 10 dags Prior to the
weekend you would like your announcement to appear in the bulletin.

Include in the email which weekend(s) you would like your submission to appear in the bulletin.

Submissions run for a maximum of two weeks unless otherwise aPProved.

*During the times of [~ aster, Christmas, and Thanksgiving, you must submit this information at least three
weeks Prior to the weekend you would like your announcement to appear in the bulletin. Due to this busg
time, whether submissions will be included clePenc{s on availabi]ity of space in the bulletin. Tl"lC same

constraints Per‘tain to any of the Fo”owing:

chsitc: ]Fgou would like something Put onto the website email Caitlin
Buckles at cbuckles@divinemercychurch.org with the information listed above.

Slidcs at Mass: ]Fyou would like somcthing advertised on the slides shown Prior to the weekend Masses

(2 weeks maximum) email Caitlin Puckles at cbuckles@divinemercychurch.org with the information listed

above at least a week in advaﬂce.

SOCiaI Media: ]Fgou would like something announced on social media Please send the information above

to Caitlin Puckles at chbuckles@divinemercychurch.ore

Announcements at Mass: ]Fgou would like information announced at the weekend Masses, email ( arol

Fonder at carol@&ivinemcrcqchurch.org with the information listed above at least a week in advance.




