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If you have received this packet, it means that lyave decided to host the Glee Club on one of thei
Fall or Spring Tours. Congratulations! The mermsbafrthe Glee Club will work with you to make thise
most well attended, and thus profitable, concedsfide. This publicity packet will lead you step &tep
through the process of publicizing and organizimg musical event. This online packet includes:

* Press Release Template
* Public Service Announcement Template
* Flyer Template

These documents will provide the basis for yourceots publicity campaign. Please realize thas¢he
are generalized forms. In order to make the pitpliculy effective, you will want to tailor the x¢ in the
above documents to cater to your local audienceweal as putting them on the letterhead of your
organization.

Before you begin publicizing the concert, there arédew pieces of information that you must have
available. Make sure that you know the date, tilmeation, and ticket price of the concert. If {r@ceeds
from ticket sales are going to benefit a charitgamization or scholarship fund, make sure that kmaw the
name of that organization or fund. Also know tlzene and phone number of the concert venue and tonce
contact.

Tie in Local Events

One method of getting an audience for concertshthatproven effective time and time again is to tie
in the concert with another event. Some past elesygf this are high school choir performances peudsh
dinners. If you would like more examples of way$ting in a crowd you may contact us and we will you
in touch with some of our more successful sponsors.

There are two main ways to generate free concdatigity: newspapers and radio stations. Begin by
making a list of all of the local newspapers amdloatations. Call the stations to find out wheitmews and
entertainment editors are, as well as their faxlmenst Then, fill out the information in the prestease and
fax this information to those stations. You shobkbin this process as far in advance of your abrase
possible.



Newspaper Coverage

If your concert is a benefit, then make sure thatbeneficiary of the proceeds is the focal point
your publicity campaign. For example, if the momegde at the concert will benefit the United Wdent
make sure that the title of your press releasesré&iddtre Dame Glee Club Concert to Benefit Locaiiteh
Way.” Also, stress your group’s organization (e\Nptre Dame Club of New Orleans, St. John’s Parish,
etc...) as much as possible. This gives the comesech more of a news hook.

If you live in a large city, then the press reksaprovided by the Glee Club will be most effeciive
they are presented to the public through small adsunewspapers located in and around the commimity
which the concert is to be held. Publicity througtge citywide newspapers is usually costly arldtirely
ineffective. Of course, if there are no such Iquapbers, then the large publications can be utiliZ€or these
larger papers, try to get a blurb printed in theciBty News.” An appropriate picture to accomp#émgy blurb
might show the planning committee for the conceht. addition, make sure to alert your area’s weekly
entertainment listings of the concert.

Radio Coverage

Radio is proven to be an effective as well as peasive method of publicizing community events.
There are two types of advertisements that are oftest utilized. Local “Talk” and “Classical” radlistations
(but rarely “pop” music stations) are usually happymake Public Service Announcements (containgtien
publicity packet). Also, you may want to requestirsd clips of cassette or compact disc from usetplbyed
on the radio to promote the concert.

Each area has its own talk shows throughout tlge @@ntact some of these shows and find out if the
Glee Club might be able to perform and/or be ineswed on their show prior to the concert. Thisuse to
generate free publicity.

As mentioned before, always be certain to incltitee involvement of your group in the publicity
materials. This will give the stories a local ‘isimaking your advertisements more attractivastehers.

Television

Time may be purchased for a commercial on a l@taVvision station, but the benefit rarely offstts
cost. Instead, try contacting local talk shows amatning shows and ask them about having the Glab C
perform on their show to advertise the concertis Tinay be one of your most effective means of atreg
the concert, so contact the Business Manager délbée Club if an appearance is possible in yous,aaed he
will try to arrange our schedule accordingly.

Posters
Posters are always an effective means of advegtibie concert. Posters should be at least 8.51°X 1
but need not exceed 11” X 17”7, and they need ndhio&er than “cardstock” weight. The importanintpis

to be catchy- big print, short and sweet. Posieeslaced in public places (stores, librarieskbaand even
some restaurants). Make sure that the posterllitae &ssential information about the concertton i

Word of Mouth, Mailings, and Phone Calls

Probably the best way to publicize the concettbisvrite letters, make phone calls, and spread the
word by mouth about the upcoming concert. Writalloof the Catholic Churches in the area andHetrt
know that men from the University of Notre Damelviaié performing in upcoming weeks. Write to your
Diocese and request that they put an announcerbent the concert in the bulletin. Make sure thiadfthe
Catholic youth groups are aware that the Glee @uwoming. Call up every retirement home in theasand
promote the concert as a wonderful outing for thesidents. Often, retirement homes will take aload of



people to concerts. You may even want to offercag rate to retirement homes if they bring mowenti0
residents.

Get the community involved in the concert. Ask touth from your parish to help by ushering or
putting up signs. Make sure that announcementsitaticket sales go into your church bulletin and
announcements at least 2 Sundays before the ddtes afoncert. Stress that this is a family shawbe
attended by people of all ages. Offer businessé®eganization “Sponsor Tickets” for $20 or so.

Also, make sure that you notify all choral groupshe area. You can usually find out the contémts
these groups by talking to your parish’s or lodghhschool’s choir director. In addition, you skdbunake
absolutely sure that you contact all of the bath@pschoruses in the areaD® NOT UNDERESTIMATE
THE VALUE OF THISTARGET AUDIENCE* Barbershoppers are always looking for a good@pebla
concert to go to. You can find out what choruses reear you by searching on the World Wide Web at
http://www.spebsgsa.org/cgi-bin/chapter_lookup wdzasp or by contacting the National Headquarters of
the Society for the Preservation and EncouragewfeBarbershop Quartet Singing in America, affecaitaty
known as simply “The Society” by barbershopper4,-800-876-SING. The chorus in your area may éen
interested in co-sponsoring the event with youaargation, so make sure you use this contact.

Additionally, we will be sending out postcardsélb Notre Dame Glee Club alums in your area to
further spread the word about our concert.

Programs

There are several ways to approach making a progra program can be as simple as an 8.5” X 11”
piece of paper, and as elaborate as an engravddehodrou will probably want to consider the edsan
components and work from there. You must havédeagage (Notre Dame Glee Club, sponsor, date,.tijne
a brief history of the group, and the names and bfdhe members of the group (all of this willdsnt to you
when it has been finalized). If you wish to inctua blurb about the cause that the concert is biegefthen
you should definitely do so. Program notes will dent later if you need extra information to filbur
program. If necessary, include translations oesioéquested with the programs.

One way to cut down on the cost of printing a paog is to contact a local printer and exchange
advertising space in return for services. Oftegrcup will sell advertisements in the programis th proven
to be a means of cutting production costs.

A Few Things to Remember

The publicity items that we have provided are $yntbe basics for advertising. In order to makeryo
publicity campaign as effective as possible, thea ghould include information about your group adl\as
the group benefiting from the concert. Also, al&/ayake sure to put all publicity materials on ldtéad.

If you have any questions, concerns, or suggestipiease do not hesitate to contact me, or another
Glee Club officer, at any time. We are truly lawfiforward to working with you in the coming weekdé/ith
the above materials, you should have no problerdymiag a well-attended concert. Thank you so nfoch
entering into this partnership with the Glee Clie promise to make it worth your while.

Thank you,

The Notre Dame Glee Club
Office (574) 631-6352
http://gleeclub.nd.edu

Thomas Dean, 2014-15 Tour Manager
tdean@nd.edu

Daniel Stowe, Director
(574)631-9457/dstowe@nd.edu




