WRJ Eastern District Timeline for Submitting Information for the KOLOT Voices Newsletter

Type of Submission:
___Program  			___Event
___Project			___Announcement
___Social Justice Project	___Review of previous event or project
___Other, More detail: _______________________________________________

*Fill in all information that is needed for each submission.

A. Requesting program/event information from Sisterhoods
1. All area directors will send out an email reminding their sisterhoods to send Marcia Bornfriend, marcia410@comcast.net, any activities, programs and/or events that they want in our newsletter by the 1st day of the month.
2. The following information must be emailed to Marcia by the 5th day of the month.
a. Sisterhoods need to send back to Marcia:
i. If applicable, attach a completed flyer and email any outside links to needed websites:
1. RSVP
2. Payment
3. Contact person (email and/or phone number
4. Instruction for event
5. Venue websites 
b. A short description/blurb of the event/program that will include the following information: 

· Name of sisterhood or women’s group, district’s area, contact person’s email address or phone: 

· Logo and any other images to be included (upload image to your email) do not embed in word. 

· Title of event or program:

· Date(s) :
 
· Time(s) :

· Cost: 

· Name of venue and address:

· Short description/reason for the event or program:

· If you have a speaker, their name and title and attach a photo and if applicable, speaker logo to the email sent back to Marcia:

· RSVP Deadline: 

· Possible needed links for: rsvp and/or payment):

· Link going back to a sisterhood flyer that is posted on your website: registration form, payment form or registration form and payment form: 

· Contact person and email address for event/program (for more information or questions):

· Other needed information:

3. Newsletter will be sent out on the 15th day of the month to all on the Constant Contact Database.

B. Individual Submissions (Vice Presidents/Chairs or…) must submit the above request form to Marcia Bornfriend, marcia410@comcast.net by the 5th day of the month.



