
PUBLICITY COMMITTEE
The Timeline for Promoting Your Special Event or Flower Show

Name of event:            
Event date:       Location:         

SIX MONTHS OUT - Date:        
❑ Email (or mail a postcard to everyone on the invitation list to save the date for this event. (Delaware 

Garden Club Officers, Presidents, and Judges  (listed on DelawareGardenClubs.org).  Contact the local 
newspaper, Chamber of Commerce, and other local entities to publish your event on the community 
calendar. 

❑ Post “save-the-date” Social Media account(s) for DFGC and your club. 

FIVE MONTHS OUT - Date:        
❑ Send out a press release announcing the event and the honoree(s) or beneficiary(ies), if any, to the local 

print and online media and the media in the honoree’s or beneficiary’s hometown. 
❑ Post a teaser on Social Media account(s). 

FOUR MONTHS OUT - Date:        
❑ Mail event solicitation letters to prospective attendees 
❑ Send out a press release announcing sponsors for or beneficiaries of the event. 
❑ Post names of sponsors for or beneficiaries of the event in a Social Media post. 

THREE MONTHS OUT - Date:        
❑ Contact local radio and television stations about the possibility of the event chairs appearing on a local 

show to publicize the event. Schedule the appearance two weeks prior to the event. 
❑ Continue posting to Social Media and email non-member supporters of the organization. 

TWO MONTHS OUT - Date:        
❑ Mail details to sponsors, guests, honorees/beneficiaries. (If an auction, mail the catalogue. If a house or 

garden tour, send details and/or a map of the tour. If a Flower Show, tease the Division, Section, and Class 
names to promote the theme or title of the show. 

❑ Create a Facebook Event with all details and respond to anyone who comments or indicates interest. 
❑ Confirm that directional signage has been ordered. 

FOUR WEEKS OUT - Date:         
❑ Contact the local newspaper event reporter to write an article on your upcoming event. 
❑ Increase frequency of Social Media Posts. 

TWO WEEKS OUT - Date:         
❑ Distribute press releases to all local print and online news organizations. (Is there a “Patch” in your area? 

A neighborhood segment on local radio or TV?) 
❑ Post fliers at the library, nearby businesses, etc, and keep posting to Social Media. 

ONE WEEK OUT - Date:          
❑ Solicit local newspapers to send a photographer to cover the event for their community events/society 

section. 
❑ Double-down on Social Media posts. 
❑ Contact supporters and “friends” of the sponsoring organization and/or beneficiaries. 

WEEK AFTER THE EVENT - Date:        
❑ Send out a press release and announcing the amount of funds raised and the success of the event. If 

available, announce the dates for the event next year or other upcoming events.
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