
HOW TO PROMOTE AN EVENT  
TIPS TO HELP MAKE YOUR EVENT A SUCCESS 
 
 
 
 

A well planned, well managed, publicity campaign is essential for ensuring good attendance at your event 
 
Timeline 
It takes time!  
Make sure you plan when each piece of publicity will be released and allow enough time to complete each of these 
promotional activities within your timeframe. It always takes longer than you think and you should work on a 3 
month timetable at least. 
 
Content  
Determine the core message you want to convey about your event and communicate this clearly and consistently in 
all publicity materials. The ‘How To Create Great Content’ hand-out may help you and pay particular attention to 
date, time, location, purpose and responses mechanism.  The first impression gained via promotion of the event will 
determine whether or not people turn up. If it sounds boring they will think it will be! 
 
Audience  
The best publicity is tailored to the target audience so decide who you want to reach.  What kind of audience will 
appreciate the event and is it open to members, partners, friends, general public? How will the benefit from 
attending the event? 
 
Tactics 
Once you have identified your target audience it will be easier to choose the types of publicity to use and where this 
should be placed.  Options include mailings / e-shots / invitations, posters and flyers, notice boards, event listings in 
The Link, Link Xtra and on the Web Site and Social Media.  If your event is open to everyone how will you engage the 
general public? Complete the Event Form as soon as possible 
 
Photography 
You will want to use photographs of your event in future so designate someone to take pictures.  The ‘How To Take 
Great Pictures’ hand-out available at berkspgl.org.uk/communications/communications-team/ may help. 
 
Post-Event Promotion 
An article on the web site and in The Link, or just sent to the target audience, showing how good the event was will 
encourage attendance at future events.  The ‘How To Create Great Content’ hand-out will help you to do this.   
 
Example Time Line: 
3 Months In Advance -  Determine target audience and create content 
    Create posters etc. 
    Complete Event Form and send to web.team@berkspgl.org.uk 
2 Months In Advance -   Put up posters 
    Send out invitations/e-shots 
    Promote on social media and list event on the web site and/or in The Link 
1 Month In Advance -  Resend invitations if necessary. Consider content if take up has been poor 
    Check posters are in position and don’t look tired.  Add flashes 
    Update event listings if required. Continue to promote via social media   
1 Week After Event -  Submit article with pictures for publication 
 
For more information, help or advice please contact us: web.team@berkspgl.org.uk  


