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SAMPLE OP-ED: URBAN JUSTICE
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Newspapers, radio and TV stations, and local access/community cable TV channels often have time or 
space set aside for a calendar listing of public events happening in and around a city or State. This public-
ity is free and easy to obtain. 

Most media outlets that have a calendar section assign a specific staff member — usually a calendar edi-
tor — to receive submissions and compile the listings. 

Respect the media outlet’s deadlines. A general rule of 
thumb is to submit listing information a few weeks in  
advance; however, it is best to contact the specific  
outlet to determine timing and preferences (fax, e-mail, 
U.S. mail) for receiving calendar information. This is 
also a perfect opportunity to inquire whether or not the 
outlet accepts corresponding images and, if so, what  
the preferred format is (hard copy, JPEG, TIF) and the 
resolution or image size needed. 

If you are submitting a calendar listing by U.S. mail, it 
is recommended that you send a cover letter and listing 
two to three weeks before the event date. Remember to 
put your letter on your organization’s letterhead; if you 
are submitting an image along with your letter, be sure to 
include a sample caption.

PURPOSE OF COMMUNITY CALENDAR LISTINGS

Who•	

What•	

Where•	

When•	

Contact name  •	
and phone number 

Cost, if any•	

A calendar listing 
should contain:
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[DATE]

Dear Community Calendar Editor,

Too many low-income individuals and families in [NAME OF STATE/CITY/
TOWN] are not getting the food they need. In fact, [X NUMBER] low-income 
people in our community are at risk for hunger and poor nutrition, and many of 
these are children. Studies indicate that, nationally, about 50 percent of those eligible 
for food stamps are not getting the benefits they need. Here in [NAME OF STATE/
CITY/TOWN], [INSERT STATE/LOCAL STATISTIC, IF POSSIBLE]. 

The Food Stamp Program is the cornerstone of the Federal nutrition assistance  
safety net. Today, the program provides more than 8.2 million households and 21 
million low-income Americans with nutrition assistance. 

To increase enrollment at the [STATE/LOCAL] level, [NAME OF ORGANIZA-
TION] has embarked on a major outreach effort to help low-income individuals and 
families learn about their eligibility for food stamp benefits and how to apply. On 
[DATE AND TIME], [NAME OF ORGANIZATION] will be [EVENT INFORMA-
TION DETAILS] at [LOCATION]. 

Please include the following notice in your community calendar listing. If you have 
any questions about our program, please contact me at [PHONE NUMBER].

Thank you.

[CONTACT NAME]
[NAME OF ORGANIZATION]

COMMUNITY CALENDAR LISTING TEMPLATE

FIND THIS  
TEMPLATE  

on the  
accompanying  

disc! 
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Food Stamp Prescreening at Farmer’s Market
Millions of low-income people are eligible to receive food stamp benefits, but only 
about half are enrolled in the Food Stamp Program. Community Partnership will be 
conducting food stamp eligibility prescreening at the Farmer’s Market on Wednes-
day, September 23, from 10 a.m. to 1 p.m., to help interested persons determine 
whether they qualify for food stamps. Stop by to learn more about the program. A 
few minutes of your time can help put healthy and nutritious food on your table. For 
more information, please call (XXX) XXX-XXXX.

Sample Community Calendar Listing:  
Farmer’s Market Generic

Food assistance for seniors
Are you struggling to put food on the table? Elderly and disabled people are able to 
apply for food stamps by mail. And recent changes have increased the benefit level 
for many Social Security recipients.

Call Project Bread’s FoodSource Hotline at 800-645-8333, Monday through Friday, 
8 a.m. to 5 p.m., to see if you are eligible for food stamps or find out about other food 
resources in the community. Bilginual staff are available. Or visit www.gettingfood-
stamps.org.

SAMPLE COMMUNITY CALENDAR LISTING:  
PROJECT BREAD




