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Requested by:  
 
Name: 

 
Department: 

Extension: 

  
E-mail:  

 
Press Release Information: 
 
WHO 
Individual/Program/Club/Department: 

 
 
 

 
WHAT 
Award/Event/Activity: 

 
WHERE 
Address: 

 
Building: 

 
Room Number: 

 
WHEN 
Date: Time: 

 

 
WHY 
Importance: 

 
 
 
 
 

 
MORE INFORMATION 
Contact for event: Phone: 

 
Web site: Fee: 

 

 
PROVIDED PHOTOS 
ID left to right: 
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