Pre Event Press Release Request Form
Any submission should contain the following (Please avoid technical jargon):
Title of event …………………………………………………………………….

Date(s) of event…………………………………………………………………….

Time(s) of event……………………………………………………………………

Location of event……………………………………………………………………

Host department/ faculty
…………………………………………………………………………………………

Contact information for host/co-ordinator (official UWI email, telephone & extension, fax and/ or mailing address)
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Describe briefly the objective(s) of the event. 

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Please provide full name and relevant job title of key speaker(s).

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

List any specially invited people. Please provide full name and relevant title.

…………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………

Please indicate whether event is open to staff, students, alumni or general public. (Please indicate if entry is by invitation only)
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Are there any costs attached to attending the event? (If yes, please provide full details.)

………………………………………………………………………………………………………………………………………..

Please provide any additional information to be highlighted 
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

List any related external websites.

…………………………………………………………………………………………………………………………………………

Please provide any related image(s) to accompany release (in JPEG format). (Captions should include full name and relevant job title of each person, date, location and occasion of photography.)
