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Request for Media Coverage/ Publicity

All requests need to be completed by the person(s) making the request before submitting to the school Communications Liaison (C.L.).  The Liaison will seek the principal’s approval; then once cleared, the request is emailed to Carleen_Crawford@catawbaschools.net.  The Public Information Office will follow-up with media contact. No releases will be submitted from the schools except through the C.L. with principal’s approval.

Photographs should be attached in jpg format only (1 mg for print publications). Provide the first and last name of each person from left to right and by rows. Student’s full names are needed for the media; we will use the last initial for our website. Student’s full names are needed for the media; we will use the last initial for our website. All students who are photographed or quoted for web/media coverage (including the CCS website) must have parental clearance. Please NAME the photos according to the activity. Do not insert them into a word document. Should you have questions, be sure to ask your Communications Liaison. 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
Today’s Date:  ____________________________
Please make every effort to submit requests with a two-week notice.
· Please note: No holiday media requests and/or emails will be accepted for publication after each holiday is over.
Communication Liaison___________________________________________________
School__________________________________________________________________
Phone__________________________________________________________________
Email__________________________________________________________________
PERSON MAKING REQUEST: ___________________________________________
Contact information / E-mail address: ______________________________________ 
                                      Phone: ______________________________________________
Byline:_______________________________________________
Principal’s Approval:
Name___________________________________________   Approved? ____________
WHO?

________________________________________________________________________

WHAT? ________________________________________________________________________

Has the event already happened? ___________________________________________
WHERE? ________________________________________________________________________

WHY?
________________________________________________________________________ 

Write a brief summary of event, program, or honor:  ________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Honor rolls are no longer printed
If neither the Public Information Office nor the media can cover your event, will you be taking photos and sending a write-up? ________________________________
Thank you for all that you do to help 
strengthen the communications between 
Catawba County Schools and our communities!!!
