Public Meeting Paid Advertisement Process

Begin minimum 45 days before desired meeting date

· Assure that meeting location is established  

· Develop draft text for ad

· Select format, size for ad

· Generate PR&C for IMO

· Have IMO layout and design text for ad

· Have PAO review ad layout and text

· Determine distribution area for newspaper coverage (work with PAO)

· Determine specific dates the ads are to run ( 3 runs standard - 2 weeks, 1 week  and 1 day prior to meeting) 

· Contact newspaper advertising section (see Dankel for contact list)

· FAX ad to newspaper with run dates, for column inch determination and request FAX quote.

· After quote received prepare PRC to contracting for each newspaper

· Prepare Form DD 1535 for approval by Div chief and commander

· Get signatures from Div chief and commander on DD-1535

· Include copy of DD-1535, quote from newspaper, POC-telephone number, and ad copy to Contracting Div along with approved PRC number. 

· FEDEX camera ready copy advertisement to newspaper along with cover letter (Dankel has sample)

· Verify newspapers ran advertisements on required dates.

