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AFP Montana Chapter
Communications Form
EVENT
Instructions:  This Form is required to adequately communicate or publicize any event occurring within AFP Montana Chapter.  Please review the Communication Policy before submission.  Please submit this Form via email to afpmontana@gmail.com
A person submitting Form:      
 Name, phone, email (whom should we contact if there are questions about this Event Form?)
Event contact person:      
 Name, role with AFP, organization, title, email, and phone
 Please write it exactly as you want it to appear – THIS WILL BE PUBLISHED IN THE EMAIL

Day of event contact email & cell phone:      
Suggested Communication Methods: (check all that apply)
 AFP Montana Website
 Constant Contact Event Invitation

 Email/E-Postcard
(Press release-free media attempts only)

Newspaper (identify location(s):  
 Billings     Bozeman      Statewide    
Other      
TV (identify stations location(s):  
 Billings     Bozeman      Statewide    
Other      
Suggested date(s) of publication (emails sent, posted to the web, sent to media)      
Subject Line Suggestion: (email, press)       
Name of event:      
Description of event: (include purpose, agenda/topics, participant benefits, etc.  THIS MAY BE EDITED FOR CLARITY, SPACE, ETC.)
     
(Submit another page if needed.  Also, please provide any additional images/info to promote the event: Presenter photo, bio, etc.)

Event date:      




Start Time:      

 End Time:      
Location Name & Address:      
Registration Deadline:      

Registration fee includes (meal, book, shirt, etc?):          
Number of registrants: (if applicable)
 Minimum:      
Maximum:     


Registration fee: 

Member: $       
   Non-Member: $      
          Other:      
Type of payment(s) allowed: 
  Paypal
 Credit Card At The Door       Check
        Cash

Pre-Registration: 
  Is Required  
 Is Requested (walk-ins are allowed) 
Sponsors: (list name how should appear; attach logos [jpg])      
AFP Montana Chapter

Communications Form

NEWS/NON-EVENT
Instructions:  This Form is required to adequately communicate or publicize any news occurring within AFP Montana Chapter.  Please review the Communication Policy before submission.  Please submit this Form via email to afpmontana@gmail.com. Submit at least two weeks before publication
A person submitting Form:      
Name, phone, email (whom should we contact if there are questions about this News Form?)

Contact person (if different from above): 
      
Name, role with AFP, organization, title
Phone:      
Email:        
Suggested Communication Methods: (check all that apply)
 AFP Montana Website

 Email/E-Postcard

(Press release-free media attempts only)

Newspaper (identify location(s):  
 Billings     Bozeman      Statewide    
Other      
TV (identify station location(s):  
 Billings     Bozeman      Statewide    
Other      
Suggested dates of publication (emails sent, posted to the web, sent to media)      
Subject Line Suggestion: (email, press)       

Description: (chapter announcement, award, etc. THIS INFORMATION MAY BE EDITED FOR CLARITY, SPACE, ETC.)
     
 (Submit an additional page if needed)
AFP Montana Chapter

Communications Form

JOB POSTING ANNOUNCEMENT
Instructions:  This Form is required to adequately communicate or publicize any job opening occurring within AFP Montana Chapter.  Please review the Communication Policy before submission. Please submit this Form via email to afpmontana@gmail.com. Submit at least two weeks before publication
A person submitting Form:      
 Name, phone, email (whom should we contact if there are questions about this Job Posting?)

Contact person (if different from above): 
      


 

Phone:      
Email:        

Hiring Organization:      
Position Title      
Date(s) To Run Posting:
Start Date      
End Date      
If there is a link to this full job posting, provide the URL:  

     
Short Position Description, e.g., the organization is seeking… THIS WILL APPEAR ON THE HOME PAGE (300 char max)
WITH ALL CURRENT JOB POSTINGS
     
THIS WILL APPEAR ON THE CLICK-THRU PAGE

Long Position Description/Qualifications Desired   
AS A DEDICATED JOB LISTING

     
Other Information (starting salary, etc.)

     
How to apply (what to submit, to whom, deadline, etc.)
     
