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[bookmark: _Hlk4507931]HOURS OF OPERATION
The Catholic Center is open from 8 a.m.-5:30 p.m. Monday through Thursday and closed on Friday.

PUBLICATION INFORMATION
The Criterion is published weekly with a Friday publication date. 
The paper is sent to the printer on Tuesday and is mailed out by the U.S. Post Office on Wednesday.

* * * * * *    * * * * * *
We at The Criterion want to serve your needs as best as possible. We want to help you get the word out about what’s going on in your school. We want to fairly represent the schools throughout central and southern Indiana, but we need your help to do so.
To help you provide the right kind of information to the right people, we’ve compiled a list of whom to send information to, deadlines, reporters covering your deanery/organization, what type of information we look for, and more. 
If there is more information you require, please contact our executive assistant Ann Lewis at 317-236-1585, or 800-382-9836, ext. 1585, or e-mail alewis@archindy.org. 

SUBMITTING PHOTOS

If you wish to submit a photo of an event at your parish or school for possible publication, send it to nhoefer@archindy.org. It must be at least 200KB—although the higher resolution, the better, and must be sent as an attachment, not pasted into the email. If there are six or fewer people, please identify them by first and last name from left to right.

SUBMITTING EVENT INFORMATION

Go to www.archindy.org/criterion/local/forms3/event-form.html, or go to www.archindy.org, select Newspaper, then Send Us Information, then Events/Retreats. Events run weekly on page 6, starting with events occurring on the Monday following the Friday publication date. How far in advance the event will run depends on how many events are submitted for that timeframe. The latest an event can be submitted and still run in the paper is the Wednesday a week prior to the last possible publication date.











Continued on next page

Example:
Based on the Sunday-Saturday calendar for March 2019 below, the 5k Run fundraiser on Monday 24 would need to run in the March 15 paper (since events listed in the March 22 paper will occur on Monday, March 25, or later). We need to receive information about that event by Wednesday, March 6, when we start laying out the March 15 paper. 

The Gala on March 25 would be able to run in the March 22 issue, but we’d need to receive the information by Wednesday, March 13, when we start laying out the March 22 paper.
**Our recommendation, however, is to always submit events as early as possible.**
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A month’s-worth of events is always available at www.archindy.org/criterion/local/archive/events/index.html. If you miss the deadline for an event to run in the paper, it will still be listed online.


STORY IDEAS

We’re looking for story ideas with broad appeal to the entire archdiocese. Examples of stories we look for include unique ministries, parishioners with unique stories, one-time events open to all in the archdiocese (such as a speaker coming in to give a special presentation), etc. If you think you’ve got an interesting story, contact the appropriate reporter as listed below, and they’ll work with you to see if there is potential for an article. The sooner you can send in possible story ideas the better—ideally at least 4-6 weeks in advance—to allow reporters time to research and conduct interviews.

REPORTER COVERAGE AND CONTACT INFORMATION FOR STORY IDEAS

· [bookmark: _Hlk4508374]SEAN GALLAGHER
Office of Worship, Faith Formation, Vocations, Priesthood, Religious Life, and the following deaneries: Batesville, Indianapolis East, Indianapolis South and Tell City.
sgallagher@archindy.org, 317-236-1574, 800-382-9836, ext. 1574

Continued on next page


· NATALIE HOEFER
Human Life and Dignity, Marriage and Family Life, Stewardship and Development, Intercultural Ministry, Evangelization, and the following deaneries: Connersville, Indianapolis West, New Albany and Terre Haute.
nhoefer@archindy.org, 317-236-1486, 800-382-9836, ext. 1486

· JOHN SHAUGHNESSY, ASSISTANT EDITOR
Catholic Charities, Youth and Young Adult Ministries, Office of Schools, CYO, and the following deaneries: Bloomington, Indianapolis North and Seymour.
jshaughnessy@archindy.org, 317-236-1554, 800-382-9836, ext. 1554

· MIKE KROKOS, EDITOR
mkrokos@archindy.org, 317-236-1598, 800-382-9836, ext. 1598

DISPLAY ADVERTISING

Ad space can be purchased by contacting Ann Lewis at 317-236-1585, 800-382-9836 ext. 1585, or alewis@archindy.org.

WEB CORRECTIONS - WWW.ARCHINDY.ORG 

Any corrections to the website or parish and school listings should be sent to Brandon Evans, webmaster@archindy.org.
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