PROMOTION of PROGRAMS

PROGRAM TITLE & DATE
	
	Date needed
	DATE

e-mail/memo
	Date

Mail/Fax
	Date

Telephone

	Website-Library
	
	
	
	

	Website - Town
	
	
	
	

	
	
	
	
	

	Newsletter-Library


	Assign
Complete


	
	
	

	Notice for Town Departments
	
	
	
	

	Notify Staff


	
	
	
	

	Sign-up sheet in Info Desk book
	
	
	
	

	Notify Board
	
	
	
	

	
	
	
	
	

	Notify Friends
	
	
	
	

	
	
	
	
	

	Fliers produced


	
	
	
	

	Fliers Distributed internally
	
	
	
	

	Fliers Distributed as follows:


	
	
	
	

	     Town Hall
	
	
	
	

	     Bartlett Hill, Grandview
	
	
	
	

	…..Mail to Libraries
	
	
	
	

	…..Markets
	
	
	
	

	…..Senior Center
	
	
	
	

	
	
	
	
	

	Contact Press:


	
	
	
	

	     Middletown Press
	
	
	
	

	     Rivereast
	
	
	
	

	     Courant
	
	
	
	

	
	
	
	
	


NOTES

Program title and date


	
	Date & Initial
	NA

	Contract performer


	
	

	Verify date, book room


	
	

	Tie-Ins Planned


	
	

	Pay performer
Process Bill


	
	

	Pay performer

Check received or mail
	
	

	Materials procured


	
	

	
	
	

	Set-up


	
	

	Refreshments


	
	

	Other arrangements


	
	

	
	
	


