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What to include in your event listing
For your department’s website, Arts and Culture website etc
Event Title
Date(s)
Time(s) – start and end   
Venue
Image (should be good quality and as striking/interesting as possible)
Short Description (approx. 50 words)
Long Description  - suggested items for inclusion (non-exhaustive -and please add others if required)
· Who is organising the event
· Who is hosting the event
· Description of content of the event – make it sound interesting – to arouse curiosity – what will people learn, will there be the opportunity for a Q&A, will they take away something they have made? etc.
· If a talk – explain if it will be illustrated
· Information about any speakers/leaders
· Explain how the event links to a larger project or research
· Format for the event – or link to programme if complex
· Any refreshments afterwards – what time?
· Include in the text links to speakers, departments, organiser/funder/project websites to give background information
· Who is supporting/funding the event
· Any special requirements – eg wear weatherproof clothes and walking shoes
· Any age restrictions?
· Will there be filming/photography at the event – warn people in advance
· Email address for any questions (if possible avoid personal email addresses)
· Link to place where tickets can be bought/reserved
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