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Pre-Event Information Form
Please provide the following information and attach any promotional images or materials you think may be of interest to local media.  
Submit this form at least three weeks prior to your event to Mary Puskas in the LOSD Foundation Office (puskasm@loswego.k12.or.us).  She will help get maximum publicity for your event.
	Event Description 
(Sponsor, Type of Event/Activity, Purpose)  
	

	Where (include address) 
	

	Who will participate?  
	

	Date & time  
	

	Cost to participate 
	

	Event Details or Other Interesting Information about this Event  
	

	Contact Info
 (for media)  
	Name: 

Email:

Phone: 

	Photo or Other Artwork
If available, state whether photos/artwork is attached or being submitted some other way.  
	· What is attached

· If photos, include a caption (e.g., names, location, etc)


	Preferred Venues
(check those you think would be most impactful)
	· LO Review 

· LOSD ListServ

· LOSD Foundation web site


For best chance of press coverage, do not go beyond the factual information needed above. 
You may wish to use above information to create a brief paragraph announcement about the event.  Such a paragraph can easily be inserted into school newsletters or ListServ emails, etc.  The more you can do to make it easy for others to publish your story, the better!

