News Release Information for the Public Affairs Office

Your name:

You email address:

Your phone number:

Your College or unit:

Date you would like this news issued:

Approval


Faculty & Staff: All faculty and staff-driven fundraising activities require approval from your College and Unit Development Officer (CUDO). Check with your dean’s office for your CUDO’s contact information and procedures. 

If approval is required, please list the name of the person who approved your news item:

Students: All public student club events and fund-raisers require an approved ASI E-Plan. E-plans are available through the Epicenter in the University Union. Do you have your E-Plan approved? 

List the name of the person approving your E-Plan:

Information to Be Included in Your News Release

Please fill in all applicable blanks below. Be sure to include the official title or name of the event or item.

Who: (Who is sponsoring the event? Who is the speaker/performer? Who won the award?)
What: (What is the event & its name? What is the award/contest? What is prize -- cash?)


Where: (Where is the event taking place? Where was the award given?)


When: (When is the event — Date AND Time?  When was the award given?)


Why: (Why is the event happening? Is it a benefit? Part of a series? Why was the award given?)

How: (How did the team win the award, if not already provided in ‘Why’) 

Additional info: (Please include ticket cost and where to buy tickets, and Web site address for more details, if one exists.) 

Media Contact: (Who should the media contact for more information? Name & title.) 
Office phone:
Cell phone:






Email address:

Photos: A photo is worth 1,000 words. Do you have photos? If so, e-mail them as jpg attachments along with this completed form to wmodiset@calpoly.edu.

