NEWS RELEASE WORKSHEET
Please Complete and Return to Communications Department

Person Requesting Release:___________________________________  Dept:_____________________

Phone Number:_____________________________  Date Needed:______________________________

What: Tell us about your event. Does it have a formal title? Is it annual? What important facts do you want people to understand about it?
Where: Please provide the exact address of where this will be held: 
When: Please provide the day, date and time for this event.
Who: For whom is this release intended? Will any notable people be attending such as the superintendent, mayor or other elected officials or dignitaries? Will students be attending? If so, will they be performing or doing anything?
Why: Why are you holding this event? What purpose do you hope to accomplish by having people attend? Why should anyone care about this event?
Visuals:  What are the visual components of this event that helps tell the story of Fort Worth ISD and/or this particular event?  Think: children/students engaged, color – balloons, streamers, banners, flags – AND an action that illustrates the reason for the event or some amusing component that would engage the average reader/viewer/listener (think about audio cues, too!)

How: How does this event relate to the District mission of “preparing ALL students for success in college, career, and community leadership?”  

Contact: Are there any special instructions such as pre-registration? Please provide a name and phone number which will be included in the release for people to call for more information.
Quote: Please provide a quote from the appropriate principal/teacher/department leader/supervisor as to the importance, goal and purpose of this event. (Optional)
Miscellaneous:  What is the ONE thing that separates this event above all others?  Why are YOU excited about it?

