GET THE WORD OUT ! ! !      How to publicize your event.
Unitarian Universalist Church of Marblehead (UUCM)
TO CHURCH MEMBERS:
If you are a Committee Chair or any other member of the community with a message to communicate, these are the possible publication channels at your disposal. You should choose those which most efficiently meet your time and audience frameworks. 

Each channel has its own publication deadlines, so if there is a big event coming up, be sure to plan ahead. 

You should also be sensitive to issues of privacy and appropriateness when sharing information. 

Be sure to check Committee information for accuracy, and get permission from individuals before publishing anything of a personal nature. 

The Minister and Administrator will be the decision makers should there be a question about content.  See the Appendix A for the approved policy on appropriate content for all UUCM communications.
Any information submitted to the Administrator for publication should include 

1) A contact name and phone number, or an e mail address 

2) The desired month or week of publication and what channel(s): Newsletter, eHighlights, and/or Sunday Announcements 

3) Exact wording of the piece to be published, including Who, What, When, Where, and Why 

This will facilitate the Administrator’s work.  The Administrator will notify you that the information has been received.

WEB SITE: 
Visit our web site at www.uumarblehead.org to see our current information. You may contact our webmaster David Sullivan at webmaster@uumarblehead.org with new information, changes, or updates. Using the web site is most appropriate for long term information e.g. social action committee activities, or “hot breaking developments” like an auction, a new Minister, and the like.  All Calendar notifications should go to the Administrator via the Room Reservation and Calendar Request form.  A link to this form is on the web site under the “Calendar” option which is in the list on the right side of every page.
 
MONTHLY NEWSLETTER: 

The Newsletter and the Community Calendar are published monthly, and distributed on paper and electronically, so that everyone on the mailing list, US Postal or email, will get one.  The Calendar, however, only gets distributed in the hardcopy Newsletter.  It is also published on the web site.  If your committee is involved in a project that other members of the community would benefit from, please put an announcement in the Newsletter. 

Submit your copy preferably by email to Office@uumarblehead.org.  Alternatively you may submit it on paper by placing it in the appropriate folder in the Office Drop-off hanging tray to the right of the church office door. The final submission date is usually the third Monday of the month. The exact date can be found in the previous month’s Newsletter and also in the calendar on the web site. 

The Calendar is published monthly as part of the hardcopy Newsletter.  However, the Calendar can be updated or changed between Newsletter publication dates and viewed on the web site. If you need to make or cancel a room reservation or if you need to have an offsite event in the Calendar, please use the Room Reservation and Calendar Request form. The web version of this form is in www.uumarblehead.org under the “Calendar” option which is in the list on the right side of every page.  The system will send your information to the church administrator when you hit the “SUBMIT” button.  This form is also available on paper in a hanging file to the right of the office or through the Administrator at Office@uumarblehead.org. 
The most up-to-date calendar is on the web site; therefore, consult this version when planning a meeting or event.  The calendar is also posted on the Administrator’s office door but it may not be up-to-date.  Please book meeting space as far in advance as possible.
WEEKLY HIGHLIGHTS (eHighlights):
The weekly Highlights, eHighlights, is a “Week-at-a-glance” and is distributed electronically to members and friends who have provided email addresses.  It covers Friday through the following Friday, even in the week that the Monthly Newsletter is published. Submissions should indicate the Friday for publication and should be for events that are occurring at, or related to, UUCM during that Friday-Friday period.  If you want a notice to be published earlier, please submit it to the Monthly Newsletter.  
Submission to the monthly newsletter does not automatically result in your item appearing in eHighlights.   Please indicate with your submission each of the channels and dates for publication.  Deadline for submission of copy for eHighlights is Wednesday evening prior to the Friday.  You can submit it by email or by print copy to the appropriate folder in the Office Drop-off hanging tray to the right of the office door.

  
ANNOUNCEMENTS FOR SUNDAY ORDER OF SERVICE, 

FROM THE PULPIT AND ON THE ANNOUNCEMENT BOARD:
Short reminders of new or urgent information can be included in the Sunday Order of Service on a separate piece of blue paper, convenient for taking home.  Submission to the monthly newsletter or eHighlights does not automatically result in your item appearing in the Sunday announcements.   Please indicate with your submission each of the channels and dates for publication.  Final submission date for the Sunday Order of Service is Wednesday evening by email or by print copy to the appropriate folder in the Office Drop-off hanging tray to the right of the office door. 
Because of limited space on the blue sheet, announcements should be short, say 75 words or less. They are chosen by Rev. von Zirpolo from those submitted by Wednesday evening. A few will also be read from the pulpit. Exceptions to the Wednesday evening submission time will be made in extreme emergencies. 

There is a form for submitting these Announcements. The paper copy of the form is blue and is in the appropriate folder in a hanging tray outside the office. The web version of the form is in www.uumarblehead.org under the “Calendar” option which is in the list on the right side of every page.  The system will send your information to the church administrator when you hit the “SUBMIT” button.

All announcements NOT in the Order of Service (those not selected or which arrived after Wednesday evening) will be posted on the Announcement Board. The Announcement Board is on an easel in Holyoke on Sunday. During the week or on Sunday morning anyone can personally post announcements on the Board.  Announcements will be removed every Monday and if still timely put on one of the bulletin boards.
MONTHLY CONGREGATIONAL DIALOGUES:

Depending on the nature of your need to communicate with members, you might want to suggest to the Board of Trustees that one of the Monthly Congregational Dialogues be devoted to a consideration of your topic.  Please discuss this with the President or Vice President of the Board, either personally or by email to President@uumarblehead.org or VicePresident@uumarblehead.org.
BULLETIN BOARDS:

Bulletin boards in UUCM hallways have titles describing their content.  Some are specific to UUCM and to Unitarian Universalist Association (UUA) and others focus on the outside community.  The information on the bulletin boards specific to UUCM is meant to reach out to visitors and to remind members of what is going on in UUCM.  
The information should feature what our activities are in order to present this church as an involved, energetic community, providing a variety of services.  As a result, the information should be in a poster format, i.e., very legible from a distance so that the viewer can grasp the content at a glance.  Therefore, please display the essential information in very large type with white space between the lines.  
The essential information is: 

What, e.g., title of event

When, e.g., date of event

Where, e.g., location of event

Who, e.g., audience for event

Minimal additional information might follow the above in smaller type, e.g., information explaining why this event is important or what is the purpose of the event.
See Appendix B for more specific design information that can be used as a template for 81/2 by 11 inch sheet of paper.
TO THE MARBLEHEAD COMMUNITY:

If you want to reach visitors or members of the wider community you might use the bulletin board space, make and distribute posters or use the Media /Press Release Contact list to locate the most useful papers and radio stations to help you spread the word.

BULLETIN BOARDS AND POSTERS:

With some information added, e.g., UUCM’s street address, you can use the design described above under Bulletin Boards for posters placed on bulletin boards around town.  See Appendix B for more specific design information that can be used as a template for 81/2 by 11 inch sheet of paper.
Media/Press release:
Please include the following at the beginning of your press releases:

          PRESS RELEASE
          RELEASE DATES: FROM                TO

          CONTACT:  [your name]

          

    [your telephone number or email address]

Please include the following at the end of your press releases.

For information about the Unitarian Univeralist Church of Marblehead (UUCM), visit www.uumarblehead.org or contact the Rev. Wendy von Zirpolo at 781-631-1215.  UUCM is a community of people who care for others, who have different beliefs and diverse backgrounds, and who embrace basic principles, including the freedom to engage in a personal search for truth and meaning. 
A service is held Sundays at 10:30 a.m. at 28 Mugford St., Marblehead.  Childcare is provided and religious education classes are offered during the service.  Adult religious education is offered before the service at 9:15 a.m.
[For summer publication, last week of June through Labor Day, replace the last paragraph with the following.]  A service is held Sundays at 9:30 a.m. at 28 Mugford St. Marblehead.
Please submit your press releases to communications@uumarblehead.org three days before the publication deadline.  The Communications Committee will send it to the media. If you have questions, telephone Linda Enrico at 781-631-2520 or Sharon Smith at 781-639-0191.

Media/Press release CONTACTS:
Newspapers:

Marblehead Reporter

Email: marblehead@cnc.com
Fraffie Welch, 781-631-7700

Deadline: Thursday at 5 pm to appear the following Thursday for Living/Religion/Social News

Monday at 5 pm for town news and letters to the editor

122 Washington Street, Marblehead, MA 01945

WEEKLY TOWN PAPER

Salem Evening News

Robin Day, 978-922-1234

rday@ecnnews.com
32 Dunham Road, Beverly, MA 01915

Deadline: 2 pm to appear the following day


LARGE ‘COUNTY’ NEWSPAPER

Lynn Daily Evening Item

Email: news@thedailyitemoflynn.com
Mark Press release: Public Service Announcement for Marblehead

38 Exchange Street, Lynn, MA 01903

Deadline: 2 pm to appear the following day

DAILY NEWSPAPER

Boston Globe Calendar

Sharon Carson, 978 646 3900

carson@globe.com

Deadline: 3 weeks in advance of the event

Boston Globe North Weekly, 1 Corporate Place, 55 Ferncroft Road, Suite 200

Danvers, MA 01923-4001 THURS and SUNDAY

North Shore Sunday

Sharon Carson, 978 646 3900

carson@globe.com

72 Cherry Hill St, Beverly, MA 01915

WEEKLY FREE NEWSPAPER

Radio:

WLYN, Lynn, 1360 AM, Multicultural Radio Broadcasting Licensee, LLC

Email: wlyn@wlyn.com
WNSH, Beverly, 1570 AM, Willow Farm, Inc.

Email: kwillcox@wnsh.com
3 Longmeadow Way, Hamilton MA 01936

      Phone: 978-921-1570, Fax: 978-468-1954
WMWM, Salem, 91.7 FM, Salem State College Board of Trustees

Email: wmwmsalem@gmail.com
Attention: PSA Director

WBOQ

Email: happenings@northshore1049.com
Television:

Public Access Programming, Channel 10, MHTV, Marblehead: 

Email: jon_caswell@cable.comcast.com
contact Jon Caswell, 781-631-8213, 

Submit Public Service Announcements by email. 

Maximum 45 words (9 lines of 5 words each).

__________________________________________________________________________________
This list is for use by UUCM. If you are aware of local media that is not listed here, please contact, communications@uumarblehead.org to have it added to this list.

APPENDIX A:
Communication Policy on Appropriate Content
Voted on by the Board of Trustees on October 19, 2006 
Background

The purpose of any Unitarian Universalist Church of Marblehead (UUCM) communication is to promote UUCM to various publics and inform about our church, UUism, and church related activities.  Communication channels include the web site, monthly newsletter, weekly eHighlights, announcements in the Order of Service, from the pulpit, and in local media, brochures, pamphlets, and posters. 

Policy: What is appropriate content for UUCM communications: 

a) Information about UUCM and promotion of UUCM activities/events (exception – in the calendar are events/activities unrelated to UUCM held by people renting UUCM space)

b) Information about UUism and promotion of UUA activities 
c) Non-personal email address aliases for staff, Board members, and committee chairs, e.g., President@uumarblehead.org and Membership@uumarblehead.org

d) In the case of information about a member’s personal concern, request, or announcement that is unrelated to a or b above, only abbreviated information (1 or 2 lines) with a reference to how to get more information, e.g., person to contact or bulletin board displaying details

e) No information on partisan activities  (This policy exists in direct response to federal law prohibiting partisan endorsement by 501 (c) (3) non-profit institutions, as well as in response to our commitment to welcome and promote diversity in our community.)

APPENDIX B:

Design Specifications for Posters

[title of event]
Center in black, boldface, 36pt Rockwell font or some other serif font and highlight with a light color that allows the text to be readable or change the font to a color that is bright and bold.

[date of event and time]
Spell out the day of the week and the month.

Include the end time as well as the begin time.

Left justify in black, boldface, 24pt Rockwell font or some other serif font.

[location of event and time if not above]

Include the end time as well as the begin time.

Indicate exactly where the event takes place, e.g., Holyoke room in this church.  If the poster is to be placed around town, include the street address.
It may be useful to indicate also the name of the sponsoring group when the event itself does not make that clear and include contact information.

Left justify in black, boldface, 24pt Rockwell font or some other serif font.

[who is welcome to come]

Left justify in black, boldface, 24pt Rockwell font or some other serif font.

[purpose of event or reasons for attending]

Left justify in black, 20pt Rockwell font or some other serif font.

Present this information in complete sentences.
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