Marketing / PR Event Request Form
Event Details : 
Name of Event : 










Department or Product Line : 








Date : 











Location : 











Desired Attendance (#): 









Desired Market/Audience : 




                        













Sponsorship (Must be coordinated with Joan Snyder): 




 
Purpose of Event : (Please check all that apply)


 Consumer Awareness 


 Physician Outreach


 Informational


 Instructional


 Celebratory 


 Other : 










Planning Committee :

Project Manager : 







X


Committee :








X


 









X












X
 











X
 











X
 











X
 











X












X


Promotion/Publicity : Check all that apply

Pre Event Publicity : 

 Flyer (Q = 

)


 Invitation/Mailer (Q = 

)


 Posters (Q = 
 )


 Website
 Press Release


 Ads : Desired Publication(s)* : 

1) 




Frequency: 
       X 
$

2) 




Frequency: 
       X 
$

3) 




Frequency: 
       X 
$


*Ads are many times placed depending on registration goals and participation response beginning three weeks prior to event.
Internal Communication : 
 Payroll Stuffer (Q = 1,700)


 Table Toppers (Q = 50)


 Pulse Mention


Synapse

Event Needs : 

 Signage 


 Program


 Evaluation


 Table signs


 Attire


 Giveaways : 




 













 Promotional Materials : 

















Post Event Needs : 

 Photo


 Press Release


 Thank You Notes 

Timelines: 

 Mailing : 


 Collateral Information to PR 12 weeks prior to event: 




 Copy to designer 10 weeks prior to event: 




 Printed materials to printer 8 weeks prior to event: 



 Invite to be mailed 6 Weeks prior to event: 



Flyers :


To printer 8 weeks prior to event: 




Signage, Programs, Evaluations :  


To be printed no later than one week prior to the event 

Information to be provided by committee: Due by Date : 


 






 Provided by : 



   





 Provided by : 



    





 Provided by : 



  





 Provided by : 



   





 Provided by : 



    





 Provided by : 



    





 Provided by : 



  
Approval :
The project manager will receive two rounds of changes / approval for all printed materials: 

1) Conceptual copy (pre design).  

2) Post design.   

Once the project is delivered to Project Manager, he/she will have 48 hours to review and return any suggestions to the PR representative.  

The project manager may wish to share approval with members of the committee.  The project manager will be responsible for the distribution of materials to selected members as well as the compilation of the changes, corrections and suggestions before returning to Marketing representative.  
After final round of revisions are complete, design will be sent for final review by Corporate Marketing.    
