
Steps to Request Promotion for your Event 

 

1) Visit the address listed below and complete and then submit the promotion request form. 

NOTE: The brief description of your event is what will be used on Social Media / Website to 

promote your event. This form will need to be completed at least six weeks prior to your 

event.  

https://crossgatechurch.wufoo.com/forms/crossgate-promotion-request-form/ 

2) After you have submitted your form you will be contacted by Byron / Jennifer via email / phone 

to confirm your event status and/or to schedule a brief meeting (if needed) to discuss the 

promotion of your event. At this meeting if you are requesting any paid promotional resources 

you will be given a quote within 10 working days of our meeting for the resources you are 

requesting. 

 

3) Once you have received your quote you will need to have your P.O. approved by the business 

office before we can begin design work / production work / vendor purchasing on the resources 

you are requesting for your event.  

 

4) Only after we have received your approved P.O. will we enter your project on our schedule.  

 

5) You will be given a proposed timeline for promoting your event on our different media 

platforms. Recognize that this proposal is also dependent on other events being promoted 

during this same time frame. (Ex: Sign-up’s at the Event Desk, Web slides, etc.) This information 

will be given either in a brief follow-up meeting (by phone or in person) or by email 

communication.  

 

6) For requests in which you request a proof, you will receive a proof for you to examine and 
approve. It will contain a deadline for when we need your approval to fulfill your request on 
time. 

 

https://crossgatechurch.wufoo.com/forms/crossgate-promotion-request-form/


7) Attached is a partial list of places that we promote events on at Crossgate Church. If your event 

reaches a target audience of 80% of our church body it will be considered for promotion in our 

church-wide platforms (Ex: Church slides, Bulletin Inserts, Service Announcements, etc.)  

 

8) We live on information. Hindsight is the most valuable kind, yet is often the most neglected. 
Most jobs come back around year after year, so we welcome constructive criticism that will help 
us next time. (Encouragement doesn’t hurt, either.) 

 

 

Thank you for allowing us to serve you! 

 

 

Byron Lee                                                       Jennifer Vining 

Director of Media / Communications               Graphic Designer / Media Assistant  

(501) 627-6406 / byron@crossgate.org          (501) 262-9779 / jen@crossgate.org 

 

mailto:byron@crossgate.org
mailto:jen@crossgate.org

