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Nazareth College Arts Center

Subscription Series and Fine and Performing Arts

Publicity Request Form

Please print this form, complete fully and submit to the Arts Center marketing and publicity department.  All publicity requests must be submitted at least three weeks in advance of the event or announcement.  Please fact and spell check.  Use additional sheets of paper if you require more space.

Date submitted:

Name of submitter:

Department/Title:

Director or department chair’s signature________________________________________

Priority:  (Please circle)
High
 Standard
Low

Topic/Event/Subject/Title:

Short description (headline or one-sentence summary):

Longer description:

1. Who? (Name of newsworthy person-please include full name, exact title/position and or relationship to Nazareth, the department. Please provide a resume, bio or curriculum vitae, if applicable)

2. What? (Name of event, activity, publication, promotion, etc.)

3. When? (Date and time, if appropriate)

4. Where? (Location, including exact address, building, room number)

5. Why? (Significance - please be very specific.)

6. How? (If applicable)

7. Benefits?  (Who is the potential audience and how will they benefit)

8. History?   (Is this a first time event, award or a repeat, etc.)?

9. Contact person?  (Name, phone number, e-mail address, best time to contact)

10. Got a quote?  (This is optional, but very helpful-include name, title, organization of person being quoted or provide the contact information of the “expert”)

11. Relationship to Nazareth’s mission, objectives, strategic plan?  To departments mission, priorities, goals?

12. Etcetera?  (Anything else we should know.  Texture enhances media interest)

Type of publicity you seek (newspaper article, TV interview, campus-wide exposure):

Primary objective of publicity (attendance, visibility, etc.):

Other publicity.  Is any other organization or department publicizing the same event or announcement?

Please detail any restrictions on publicizing this event or announcement:

If possible, please submit electronic images/photography with resolution of 240 dpi or higher.   Video clips may be submitted for TV publicity. 
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