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Email _______________________________________________________________________________  

Press Release Information 

Press Release Topic ____________________________________________________________________  

Date to be Released ___________________________________________________________________  

Please submit request form no later than 2 weeks before requested release date. 

Media Outlet Contact Person ____________________________________________________________  

Media Outlet Contact Phone ____________________________________________________________  

Media Outlet Contact Email _____________________________________________________________  

Media Outlet Contact Website ___________________________________________________________  
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What is the release about: (an event, and award, research findings, etc.) THIS IS THE NEWS ITEM! 

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  
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conducted the research, etc.) 

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  



WHERE did/will the news item occur? 
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• Audience (Address what the audience wants/needs to know)

• Impact (Address who will be affected and how they will be affected)
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