Publicity Coordinator

Work with the Cove Show Chair(s) and club president for execution dates. Handle some
yourself, and secure volunteers to help with other tasks.

Postcard

April: With the Cove Show chair, confirm last year's volunteer or find a new volunteer to
design and print the publicity postcard.

April: Request artist photo entries from artists who are planning on being in the show for
the postcard/flier. Consider all mediums. (We suggest we have postcard/flier done prior to
June).

May: Someone proofs the copy if requested. Formatis5x 7.

May: Send the finished copy to print at Print Place and request 500 copies

Sept: Send out an email copy of the finished product in 8.5 x 11 size to everyone in the club.
June: Allow early distribution only to those who have major sale events.

Flyers are sent out at the fall meeting (Sept. or Oct.; consult with chair for date).

Prepare Early

e Summer: Check inventory and condition of the club's publicity signs and discuss with the
Cove show chair and etc. if new/more signs are needed. Fast Signs, Print Place, Vista Print
are options.

e Design then buy if necessary

® September or earlier: Buy needed materials and supplies and send receipts to the treasurer.

E-mail List

® Year round: Gather customer email address list. Request more e-mail lists from other
members.

o September: Type and maintain new emails on a distribution list.

e QOctober: Send in blind copy flier to all the list members one month before the show

e October: Buy a new "Guest Book" if necessary to gather new e-mail addresses.

Additional publicity

October: Send out information to ALL of the south King County city website blog pages by
early October.
October: Other media?



Publicity at local businesses.

October: Seek volunteers to go to select businesses in downtown Burien, Normandy Park
and Des Moines to hang up the flyers in local stores. (Early October)

Save The Date Flyer, Boo In Burien, & related events/activities

e Have someone create, on 8 % x 11 inch sized paper, a "save the date" mini-flier (4 or 6 per
page). 250 pages - 1000 flyers once cut.

® Secure a spot (a local business) on the Boo in Burien (Halloween Trick or Treat activity on
152nd in Burien), to hand out candy and the above cove show mini-flyer.

e Create similar flyers to hand out at farmers’ markets in the summer in addition to a possible
art demonstration at other such markets and art events to promote the show.

Signage

e Follow the maps (separately provided by current show administrator) on where to put out
the publicity A-frame and yard signs.

e Put out the above referenced signs in Burien, Normandy Park and Des Moines. Signs go
out Sunday afternoon or Monday 1 week before the show.

® Put up the last A-Frame signs (those within 1 or 2 blocks of the show) on Friday one day

before the show.
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