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Meeting Room Publicity Guidelines

Thank you for using the meeting room(s) at your local library. We are happy to offer space to community groups and/or non-profit organizations for meetings, workshops, events, etc. Doing so is in accordance with our mission and vision, whereby we advocate for lifelong learning, engagement, and the building of communities. Although you may be using library meeting space for your event, you must follow these guidelines for all event publicity.
Library-sponsored meetings, workshops, and events are those that are organized, co-organized, or specifically requested by library staff. These events will be promoted via Douglas County Libraries’ standard publicity channels. Please feel free to contact us about promotions for your library-sponsored program.
Non-library-sponsored meetings, workshops, and events are those scheduled to occur in library meeting rooms, but which do not qualify as library-sponsored events (see above) and do not receive support from library staff or resources beyond the provision of the room. 

For non-library-sponsored events, please include the following statement on any/all promotional materials, including, but not limited to signs/posters, flyers/mailings, press releases, online promotions, etc.

[Event] is funded and presented by [organization/individual] and is not sponsored by Douglas County Libraries. For more information, please contact [insert your contact name & phone number; do NOT include library contact information without prior consent from the manager of the library where your meeting will be held].

For your convenience, we have compiled a list of local media outlets, included on the next page, that may be of use to you in promoting your event. 
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Local Media Outlets for Event Promotion

Colorado Community Newspapers

Deadline is 5 p.m. Wednesday for the following week’s Thursday publication.

pressreleases@ccnewspapers.com
calendar@ccnewspapers.com
biznotes@ccnewspapers.com
news@ccnewspapers.com
Centennial Citizen, Englewood Herald, Highlands Ranch Herald,
Littleton Independent and Lone Tree Voice
2329 W. Main Street #103
Littleton, CO 80120
(303) 794-7877


Elbert County News, Douglas County News-Press (Castle Rock) and Parker Chronicle
125 Stephanie Place
Castle Rock, CO 80109
(303) 688-3128
The Denver Post

101 W. Colfax Ave.

Denver, CO 80202

(303) 954-1010

newsroom@denverpost.com
living@denverpost.com
arts@denverpost.com
business@denverpost.com
The Denver Post: Your Hub

Deadline is 5 p.m. Wednesday for the following week’s Thursday publication. Print editions of Your Hub are delivered with The Denver Post in Castle Rock/Castle Pines, Highlands Ranch, and Parker. Printed articles are selected from those posted online at www.yourhub.com. Special consideration is given to articles that include photos.

Westword

Deadline is noon Wednesday for the following week’s publication.

969 Broadway

Denver, CO 80203

(303) 296-7744
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