Request to add a new event to the website - template

For all questions, please give as much information as possible. When completed please return to Lucy Moulsdale, l.moulsdale@savethechildren.org.uk  
	Event name

This will be what the event is called on the website and the main headline for the event
	

	Start date
	

	End date (if applicable)
	

	Location 

If the event is to be held in a small town, please also specify the region/county. If the event is at a specific address, please include a full postcode
	

	Contact details

Who to contact, or where to look, for more information, to buy tickets, or to register
	

	Teaser sentence

Maximum 20 words. 
These appear in the event listings, so pull out key information (what, why and who should attend) and to try and vary them, so they don’t all look the same…
	

	Full description

Maximum 150 words. 

Should answer:

· What is the event?

· How will it benefit Save the Children / why is it being held?

· Who should attend / get involved?

· What’s so special about it?

· Where is it?

· When is it?

· How do I find out more / get involved?
	

	Photo

Either attach the photo with this form OR include the reference number from the photo library
	

	Event category

What category do you want this event listed under?
	Please circle ONE:

· Overseas challenges


· Dinners and social 


· Industry specific


· Community


· Campaign


· Adventure


· Runs and walks






	Events team contact
If we need more information about this event, who should we speak to?  Include contact details.
	

	Events expiry date

When can we remove this event from the events listings?
	


