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The purpose of this form is for ESBOCES staff to provide information to Public Relations about agency events/activities that have occurred, or for upcoming events/activities, so they can be promoted on ESBOCES print and digital media (social media, website, newsletters, press releases, etc.) and/or to plan for a PR person to be present at an event/activity.  Please email completed form and photos (if applicable) to PR@esboces.org.  Large files can be emailed using the ESBOCES Secure Courier at https://courier.esboces.org.   
When sending photos, the requestor is responsible for ensuring that all persons under the age of 18 have photo permission on file. 
	Requestor Information

	Date of Request: 
[bookmark: Text9][bookmark: _GoBack]     
	Requestor: 
     
	Title: 
     

	Department/Program: 
     
	Building: 
     
	Phone(s): 
     
	Email: 
     




	Upcoming Event/Activity

	Name of Event: 
     
	Date of Event: 
     
	Time: 
     
	Location: 
     

	Main Contact Person On-Site

	Name: 
     
	Title: 
     
	Phone(s): 
     
	Email: 
     





	Post Event/Activity

	Name of Event:      

	Who: (person, people, program or organization being featured)
     

	What: (name of event/activity/training/topic/etc.)
     

	When: (date event/activity took place)
     

	Where: (location – school/building name/room number, or offsite location)
     

	How: (how was this accomplished?)
     

	Why: (purpose, goal, outcome)
     

	Image(s) attached or to follow?
|_| Yes   |_| No
	Hashtags/Handles: (e.g. professional organizations, keynote speaker, presenter, community partner)
     

	Additional Information:
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