Exhibit B - Media Ministry Event Timeline

Are extra rehearsals required?

If Yes: Event originator contacts Media to schedule,
then add to Media calendar

Eight Weeks Before Event

Media & event originator contact each other to
discuss all requirements

START

Receive initial request
from Admin Office

No: Event added to Media calendar

Confirm (2 weeks)

Assigned Media Staff & event
originator make contact for final
confirmations

1 Week Before Event

Final checks to make sure all
personnel will be available. (Audio,
photography, etc.)

48 Hours Prior to Event

Any electronic media should be

received by Media for approval.
Final approval of

submittals including
corrections

Event Day
Y ELIERSIE
arrives 1 -2

hours prior for Provide services (Any recorded
setup media should be available the
same day)

Event Day

Within 24 hours after event

Media should get feedback as to whether
services were provided in a satisfactory
manner

48 Hours Prior to Event

Media staff should be notified of any special
requests including presentations or videos

Event Day 24 Hours Prior to Event

All electronic media should be received and
approved

Media Staff arrives 1-2 hours
prior for set up

Services provided

upcoming events;
assigns personnel

Confirm Media
Staff and
requirements for
event

Receive request
from Admin Office

Notification

Media staff
notified. Staff
assigned




Please note the following:

* Any pictures submitted to media for viewing during an event must be in an electronic

format (jpeg, zip drive, powerpoint, or emailed to media@mtpleasantch.org). DVD’s
may not work with our system. Submit videos well ahead of time to avoid
disappointment.

If you are bringing in any outside equipment to be connected to our system, media
must be notified prior to the event.

Remember that there is a charge for any events recorded or duplicated by media.
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