
ZCBC PUBLIC RELATIONS/MARKETING PROCEDURE   

1. Planning for church events should begin at least six (6) months before the date of the event and 
be completed at least two (2) months before the event. 

2. Event plans should reach the church office six (6) weeks prior to the event for marketing to the 
congregation and public. 

3. All flyer development and media contacts will be done by the PR/Marketing Ministry. The 
ministry’s Team Director and ministry leader will review the flyer or media contact for final 
approval. 

4. Ministries will be responsible for door-to-door marketing of the event. 
5.  Please submit your event information (on the form below) to the Church Office at least six (6) 

weeks prior to the event. 

MINISTRY: _______________________________MINISTRY   CONTACT: ________________________________ 

CONTACT PHONE _________________________CONTACT EMAIL____________________________________ 

NAME OF EVENT: ______________________________________________________________________________ 

DATE(S) OF EVENT: ____________________________________________TIME: __________________________ 

PLACE OF EVENT: _____________________________________________________________________________ 

EVENT’S THEME: ______________________________________________________________________________ 

_______________________________________________________________________________________________ 

PLEASE INCLUDE SOME SPECIFIC INFORMATION ABOUT THE EVENT. 
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
____________________________________________________________________ 

 
DO YOU NEED A FLYER FOR THE EVENT? _________SIGN? __________ 
(FLYER AND SIGN WILL BE DEVELOPED BY THE PR/MARKETING MINISTRY) 

WHO WILL RECEIVE THE FLYER? _______CHURCH _______COMMUNITY _______OTHER 

WHERE DO YOU WANT YOUR EVENT INFO TO GO?  _____SOCIAL MEDIA PLATFORMS 
 ____ NEWSPAPER ___RADIO   ____ GETHSEMANE CHURCHES ____LED BOARD 
____CHURCH CALLINGPOST_____CHURCH BULLETIN BOARD 

 


