
You’ve planned a great event, so let everyone know and get
as much publicity for your event as possible. Here are a few
ideas to get you thinking.

Word of mouth – tell as many people as possible

Leaflets and posters – put them in local shops, offices, surgeries,
churches, community centres, schools

Signs and banners– put them all around the village or town
before the date of the event, bunting can help too

News releases – send them to local newspapers, parish
newsletters, your local guide to what’s on

Get the media involved – news releases, stunts, photocalls,
interviews. 

How to catch the eye of the media
Journalists are looking for a story that is of local interest, is relevant
to as many people as possible and has good picture potential. Make
sure you think about this when you decide on a title and first
paragraph for your news release. Ring up, establish contact with a
journalist, explain what you are doing then follow up the call with a
news release sent directly to the journalist you spoke to. Aim to send
your release about ten days before the event.

The news release is an opportunity for you to tell the media exactly
what you are doing. Include – 

News release date

Title – big and bold

Why you are doing the event

What you are doing

Who is involved with some quotes

Where and when it is happening

Entrance fees

Any photo opportunities

“Ends” signifies the end of copy

Details of a photocall for the media

Make it easy for the media to contact you

Your news release should not be longer than one side of A4 paper.
Make sure you write in a concise, lively style and find aspects of your
event which you feel will catch a reader’s eye and interest
immediately. Include information about the people who are involved
with some quotes – this makes it more relevant to local people who
read the story. Ask someone to check your copy for accuracy. 

Tasty tips for
posters and leaflets

Leaflets should be easy
to read without too
much information

Good graphics and
photographs help to
catch the passer-by’s
eye

Posters need to be
readable from a
distance

Run a competition in
the local school to
come up with a poster
design

You may have someone
in your community
with access to desk top
publishing, a graphics
program or a colour
photocopier on a
computer

Be aware of the value
of good publicity but
also be aware of the
cost of professional
designers and printers

Getting leaflets
distributed is time
consuming. You could
distribute through a
local newspaper, ask to
include a leaflet as part
of your local council’s
arts guide distribution
or ask if you can use
the mailing list from a
local venue

Ask for a team of
volunteers to get your
posters displayed –
splitting the work will
get more posters
displayed fast.
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Photo opportunities and interviews
Invite the photographers from the local papers, the radio and the TV
to one part of the event and design it as a good publicity stunt.
Having something specific to come and see could be a deciding
factor for the radio and TV.  

You could also use the stunt as a way to drum up publicity before
the event. Organise a parade with costumes, children from the school,
local dignitaries or celebrities a week before the main event and invite
the media to that.

Have someone available to give TV or radio interviews and let the
media know this in your news release.

Useful tips to catch the eye of the 
public and the media

Word of mouth is often the best recommendation.

You may need to provide information a couple of months in
advance for parish magazines and newsletters

Publicity is especially important if you are ticketing an event.

Document your event with photographs or video for media use.

Children could colour photocopies of your poster to save on
colour printing.

Remind the papers, radio and TV a few days before your event
and tell them of any breaking news.

Good photographs always attract publicity.

Send out news releases two months before, and ten days
before and one month before to keep the media up to date.

Keep news releases short and sweet and make sure you
highlight aspects which will appeal to the most people

Leaflets and posters should go out six weeks before the event.

Most councils will advertise your event for free on their
website, in their what’s on guide and through their council
magazine. Talk to your local arts officer about the marketing
assistance they can offer.

word of
mouth 
is often the best
recommendation

good
photographs
always attract
publicity


