This form must be completed and submitted to the Marketing & Communications Office at least 3 weeks prior to the event for which media coverage is requested.


REQUEST FOR MEDIA COVERAGE

Event: _________________________________________________________________________________________________________________

Date: ___________________________________________________________________________Time: _________________________________

Venue: ________________________________________________________________________________________________________________

Host/Contact-person: __________________________________________________________________________________________________

Contact information: Tel: _________________________________Fax: _______________________ E-mail: ___________________________

(Please tick as appropriate)

(A) PRE-EVENT PUBLICITY

I. Press Release

ڤ

II. Appearance on Interview Programme:

CCN/TV 6   ڤ     
      IETV   ڤ             Gayelle   ڤ            CNC 3   ڤ            IBM  ڤ            Synergy TV   ڤ
III. Posting on UWI Website
ڤ (The Department requesting this must supply all information)

IV. E-news                 
ڤ


V. Feature Press Article
ڤ




(B) EVENT COVERAGE (Media to be invited to attend event)

I. Electronic Media:
CCN/TV 6   ڤ     
      IETV   ڤ             Gayelle   ڤ            CNC 3   ڤ            IBM  ڤ            Synergy TV   ڤ

II. Print Media:
Express
ڤ
Guardian
ڤ 
Newsday
ڤ
Mirror
ڤ

III. Radio:
Info. Division


ڤ
Radio Trinidad (105 FM)

ڤ

I 95.5



ڤ
Power 102


ڤ

Radio 104/97


ڤ
Radio 101


ڤ

Red 96.7                                               ڤ           Isaac Radio 98.1                             ڤ

Radio 103



ڤ
Hott 93



ڤ

90.5 FM



ڤ
96.1 WEFM


ڤ

Radio Shakti 94.1FM

ڤ
91.9 WE SOUTH 


ڤ
IV. Freelance Photographer

ڤ

V. Other 



_________________________________________________________

(C) POST-EVENT PUBLICITY

I. Press Release


ڤ

II. Feature Press Article

ڤ

III. Advertorial: (All costs to be covered by Department requesting this)

Express
(Date __________________)
ڤ
Guardian (Date __________________)
ڤ

Newsday (Date __________________)
ڤ
Mirror
(Date ___________________)
ڤ

Signature: _______________________________________

 Date: __________________________



THIS SECTION IS TO BE FILLED BY MARKETING & COMMUNICATIONS PERSONNEL ONLY

Date request received: _______________________ Date invitation sent to media: ____________________Date of follow-up: _____________________

Date press release/article sent to media: _______________ Date of follow-up: ______________Date release/article appeared: ________________

Morning Programme Appearances: (M/E)_______________________ (T&TTM) _________________________ (D’line) ______________________________

Event posted on website: 
Yes ڤ 
No ڤ
Date Posted: ___________________________

Media in attendanceElectronic Media

Gayelle



ڤ
CCN/TV6



ڤ

IETV
      ڤ



Print Media
Express



ڤ
Guardian


ڤ

Newsday


ڤ
Mirror



ڤ

Radio

Info. Division


ڤ
Radio Trinidad


ڤ

I 95.5



ڤ
Power 102


ڤ

Radio 104/97


ڤ
Radio 101


ڤ

Radio 103


ڤ
Hott 93



ڤ

90.5 FM



ڤ
96.1 WEFM


ڤ

91.9 WE SOUTH 


ڤ
Radio Shakti 94.1FM

ڤ

Photographer _________________________________________ 
Cost: $ _________________________

Billed to: ______________________________________________
Date of Billing: __________________

This request was processed by: _________________________________________________________________
