
 

VILLAGE TELEVISION MESSAGE BOARD 
 

Please submit paper copies of this form to Village Television or email them to Michelle.Mitzel@vmsinc.org. You may submit a flyer 
instead of the form. Horizontal flyers are preferred. Accepted file formats: JPEG and PDF. 
 

Name of organization _______________________________________________________________________ 

Submitted by __________________________________ Title _______________________________________  

Manor No. _________ Street _____________________________ Phone _____________________________ 
 

All messages must be submitted at least 10 days before the event date. Messages will appear on the board about four to seven 
days prior to the event, depending on available space. Exceptions: Events with a registration deadline (such as catered events or 
bus trips) will appear four to seven days before the deadline date. Please be sure to include the deadline date in your message. 
Only clubs and organizations affiliated with Laguna Woods Village may use the Village Television Message Board. Messages for 
overnight trips (such as Las Vegas or Laughlin) will not be accepted. 
 

Day of your event or deadline _______________________________________________________________ 
 

Instructions: The Message Board has eight lines with up to 25 characters per line. Every letter, number, punctuation mark and space 
counts as one character. Do not break a word between lines unless you have room to add a hyphen (-).  
Information to include: Organization name, date, time, place, cost and phone number. 
 

                         

                         

                         

                         

                         

                         

                         

                         

 

You may abbreviate the following words to save space: 
Bldg = Building CH = Clubhouse DR = Dining Room CR = Classroom 
LW = Laguna Woods 11/12 = Nov. 12 Mtg = Meeting AM = Morning 
PM = Afternoon/Evening $10 = $10.00 & = And + = Plus 

All forms MUST be signed and dated. Forms submitted without a signature or date will NOT be accepted. 

 
Date submitted _________________ Signature _______________________________________________ 
 

OFFICE USE ONLY 

Page No. _____________ Actual ON _____________ Actual OFF _____________ OFF Date _____________ 
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