The Gonmuni ty Rel ati ons Departnent is avail abletoassist youinwitinganddistributing
apress rel ease. Shoul d you want phot ogr aphs of the event for a school scrapbook or to
send t 0 a communi ty newspaper, ask a staff nenber to take pictures or contact the
Gaphic Ats Departnent toseeif the photographer is available. Youw!l | be charged for
phot o suppl i es and devel opi ng.

If youaretaki ngyour ownpictures, black andwhite, col or filmor digital canbeused H ack
and whi t e wor ks best for conmuni ty newspapers; col or works for everythingel se. |f you
dodistribute photos fol | owngthe event, renener to attach aninfornationlabel onthe
back of thepicture. It isasohel pful tousethelabel for aone-sentence descriptionaof the
event andidentificationof thepeopleinthepicture. Becertainnediarel eases areonfile
for students who nay be pi ctured. You shoul d al so attach a fact sheet or news rel ease.

Ref reshnent s

Ref reshnent s shoul d be i ght. Uhli ke every other iteminyour proj ect budget, refresh-
nent s cannot be pai d for wth school funds. Therearedifferent waystotackl ethisissue.
The deci si on depends on whet her you are of fering refreshnents only to the M Ps and
guests or to the whol e ensenbl e. Sone school s serve cooki es and punch pr epar ed by
their cafeteriastaff. Qher school s rai se funds fromt he conmuni ty or their busi ness
partner(s) or PTA PTOto pay for food, or they ask nenbers of the school community to
provide for the event. The choiceis uptoyour conmittee, but renenber foodis not the
nainattraction.

Decor ati ons

The right decorations can nake your event nenorabl e and provi de your conmittee with
acreativeoutlet. Thebest itens are oftenthosethat cost the | east and enphasi ze t he
event’ s thene. Sudent artwork can be used, but reneniber it nay be danaged. It is
reconmended t hat special naterial s be used to create decorations that can be easily
discarded or recycledlater. S ncethe decorations servealimtedpurpose, it’s not agood
ideato spendagreat deal of noney or tine onthem Sone school s have borrowed pl ants
fromhi gh school horticul ture prograns and returned themafter the event. Qher school s
have nade pl anters or other pieces of art that werelater soldas afundrai ser.

Par ki ng

To nake communi ty guests feel wel cone, desi gnat e sone par ki ng spaces for these di g-
nitariesandvisitors, or mninal |y, for those who are onthe program

Traffic

I f you expect alarge crond, you nay vant to assignastaff nenter to hel pdirect traffic
and parking. Local | awenforcenent nay alsobe abletolendahand. It is suggestedthat
you gi ve | ocal enforcenent of fi cers advance notice of the event, sothat they can assi st
wthtrafficandstreet parki ng.



