PCL Staff Event Form
11/22/2010
Send event details as soon as I have them!  Please fill in all information, save and email as an attachment to schausse@provcomlib.org.  Boxes will expand as you type.  Email me also if you have any questions.  
Attach images if any to the same email.

	When? Date, begin time, end time…if a series, also include end date – e.g. weekly on Tuesdays, Dec  7 – Jan 14, 4-5 pm
	

	Who? Name, title, business/organization
	

	What? Name of event and description – length depends on the event:  1-2 lines for some, more for others
	

	Where? Location – if not a PCL location include address
	

	If event is for specific age group(s) please list – 
e.g., ages 6-12; teens
	

	Indicate if registration is required and if so what is the limit
	

	Further information…links to presenter’s site, bio information, quotes from others about presenter, etc
	

	Press Release Information
please include any relevant text
	


