  BCTC Office of Communications
News Release Request
Assignment Explanation  

Provide a one-sentence overview of the assignment.

Expected Outcome

What are your desired outcomes for the release?

Key Essentials

In one sentence, state the what, when, where, and how of the information you would like to have communicated.

Background Information to be included

Provide a general overview of the product/program and the services it provides.  Include all information that needs to go in the release.

Quotes

Identify any individual who should be quoted in the release?  What message do you want them to convey? 

Targeted Media Markets/Audiences

Who is the release intended to reach?

Geography

Is this a, regional or local release?

Photography

Will a photo be included with the release?

If yes, please provide the following information:
Logistics

Date:

Location:

Time:

Individuals to be photographed:

Photography Shots:

Formal:

Candid:

Individual:

Groups:

Indoor/Outdoor:

Timetable

Provide a due date for the release.

Approval Process

List all individuals responsible for the approval of the release.

