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PUBLIC RELATIONS MATERIALS REQUEST FORM

Promotional Materials and Press Release Information

Allow at least six weeks for production.   Requests received without six weeks notice may not be filled. 

Send completed form to:

Public Relations Office/Peck Blvd.










Phone:  513/894-6557

Fax: 513/894-6558

Name: _________________________________________  Supervisor Signature: _________________________________

Date of Request: _______________   Location:     Bookmobile Fairfield     Main     Oxford     Smith        System-wide  

Materials Needed By (date): ______________________

 Press Release (information attached)

 Bookmarks            


Quantity: ________

 Hand out flyers (5.5”x8.5”)   
Quantity: ________

 Poster (8.5”x11”)



Quantity: ________



 8.5”x11”  mounted


Quantity: ________

 Poster (8.5”x14”)



Quantity: ________



 8.5”x14”  mounted


Quantity: ________

 Other ___________________________________________________________________________________________

 Photos, clip art suggestions, bios, etc. attached

Presenter Contact (if applicable): ________________________________________________________________________

Phone: _____________________________  Email: _________________________________________________________

INFORMATION:

LOCATION/ADDRESS:___________________________________________________________________________________

NAME OF PROGRAM: __________________________________________________________________________________

DATE/TIME: _________________________________________________________________________________________

PROGRAM DESCRIPTION: _______________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

REGISTRATION REQUIRED?     No              Yes           Phone No. ____________________________

AGE REQUIREMENT: __________________________

