Congregation Sinai Calendaring Worksheet

1532 Willowbrae Ave San Jose, Ca 95125 

Office: (408) 264-8542 Fax: (408) 264-4316

Event Date:
/
/20


Event Time: 





AM        PM

Event Name:












Requestor:





     Phone #:





Event Type:

    Synagogue Event
          Nursery School Event
             Religious School Event
    Private Event
                        Community Event 

 Youth Group Event

Facility Requested (Please check all that apply):


 Sanctuary

 Balcony  

 Chapel 

 Foyer

 Patio


 Social Hall

 Kitchen
             Off-Site

Setup Time:


  Person Opening:






Person responsible for set up:



       Phone:




Person responsible for event:



       Phone:





Comments: 













































FOR OFFICE USE ONLY


Submitted by: 







Date submitted: 





Confirmation Date:




 Approved by:





Congregation Sinai Event Publicity Worksheet

EVENT INFORMATION

Event Date:

Event Name:
Event Location:

Event Description: 

Event Publicity Contact Name:
Phone #:




Email:
Open to the Public? (Yes/No )
Reservations Required? (Yes/No )

If Yes, By When? 


Cost (if any): 

PUBLICITY MECHANISMS REQUESTED (check all that apply):

	Check Here 
	For Publicity In:
	Submit to Communications Committee No Later Than:

	
	Print JCN (6 issues in 2008 -Jan. 21, Mar. 3, May 5, Aug.11, Sep. 18, Nov. 10)
	6 weeks in advance 

	
	Electronic weekly JCN
	Prior Friday by 3:00 p.m.

	
	Local newspaper article 
	4 weeks in advance (must be “newsworthy”).

	
	Shabbat Flyer
	Prior Friday by 3:00 p.m.

	
	The Voice (Submitted electronically in PDF format or in Word format with NO clip art, using 1 of 3 fonts: Times, Hoefler Text or Apple Chancery
	The 1st of the month prior to publication (i.e. to be included in the February edition, inputs must be received no later than the 1st of January) 

	
	Press Release
	3-4 weeks in advance

	
	Printed Flyer
	2-3 weeks in advance (plus Voice deadline and distribution time)

	
	Special Mention on Website
	2 weeks in advance


Distribution Options for Flyer (check all that apply): 

Sinai Nursery School ________
Sinai Religious School __________

Sinai Bulletin Board _________
JCC
______________

Yavneh __________________
South Peninsula _______________

Chai House _______________
Kehillah Jewish High School ___________

Hillel ____________________
Other _______________________

