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Topeka & Shawnee County Public Library Program Toolkit: 

Communicating and Promoting Programs 
Updated 6.17.2022 

Program Promotion 
Promoting programs is an essential part of program development and implementation. Getting 
the word out about your program is what will build your initial audience and can help ensure 
your target audience is reached. 

Checklist: How to Make the Most of the Library Events Calendar  
 Enter your event in Communico Attend and save as a draft to reserve a room on the day 

and time you hope to have the event. Do not submit for review yet. 
 Once your program proposal has been approved by the Program Team, submit your 

program for review in Communico at least 8 weeks before the event. Earlier is always 
better. If your event is a conference, gallery exhibit, major author visit, or another large 
or complicated event, submit it at least 12 weeks in advance. (If your event is not 
approved, delete the Communico draft event.) 

 Think carefully about your event title. The title should clearly describe the event. Some 
examples include: 

o Help Build the Summer Exhibit 
o Computer & Gadget Help 
o Journaling with Words & Images 

 Use active language (“explore,” “discover,” “create,” etc.) in your event description to 
highlight why someone would want to attend.  

Checklist: How You Can Promote Your Event 

 Mention your upcoming event at an earlier related event (and/or ask other 
programmers to do this). 

 Talk to customers about the event when you are helping them. 
 Use your personal social media (your friends will tell their friends). 
 Contact people you know in the community who could talk about the event (your site 

contacts for outreach or community partners you personally work with, excluding news 
media). 

o If you have any doubts talk to Jacqueline or CM first. 

Event Marketing Levels 
With so many programs happening at the library, CM uses event marketing levels to prioritize 
which programs receive which degree of marketing support. Marketing levels are organized 
based primarily on anticipated audience and space capacity, but how new or unique an event is 
and if it is an ongoing series or core event that needs a boost is also considered.  
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Once your program proposal has been approved by the Program Team and entered in 
Communico, CM will determine what level of marketing support your event will receive using 
the criteria below. 

Small events (less than 25 attendees) 
 Programmers promote their program independently using word of mouth, social media 

sharing, and connecting with community contacts. 

Medium events (26-75 attendees) 
 Library Facebook post  

o Someone on the Facebook team will post about your event on the Library's 
Facebook page 3 – 5 days ahead of your event. 

 Included in enews (if space allows) 
 Library Facebook event (if space allows) 

o CM will create a graphic & post a Facebook event using Communico description. 

Large events (76+ attendees but may include small or medium events that are a new series) 
 Library Facebook event 
 Included in enews 
 Tweet - CM will Tweet about your event 3 – 5 days ahead of your event. 
 Digital display slide in the building and on bookmobiles 
 Additional promotion strategies as determined by CM 

Other factors that may increase or influence marketing level or promotional methods 
regardless of event size include library leadership priorities, community partners or vendors 
involved in the program, and the funding source of the program. 
 
Creative Briefs 
Creative briefs are meetings with one or more members of the CM team to discuss promotion 
strategies for an upcoming program. Not every event, regardless of size, needs a creative brief. 
For example, large events that are held regularly generally do not need a creative brief. Much 
of event promotion can be organized by email and Basecamp. CM staff will schedule a creative 
brief with you and your supervisor if CM determines one is needed for your event. 

Your program will need a creative brief if the event: 
 involves a major partner (national, funder, high profile), 
 is new with potential large audience, 
 is part of a new event series, 
 includes a contracted performer/author, 
 and/or could be controversial. 


