Yavapai Press Release Procedures
Program Faculty and Staff Instructions

1. Complete the fillable press release (PR) form and the pre-planning event checklist found on the employee resource page under the “Events” section. Do not use acronyms unless they are typed out. 
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2. Email yavapaipres@cals.arizona.edu and CC Mary Barnes at barnesm@email.arizona.edu. Attach the forms, flyers, and pictures you may have. For any special instructions, please include in the body of the message.
DON’T FORGET TO TAKE PHOTOS AT YOUR EVENT!
NOTES
· For a visual chart of the press release process, view the Events Planning Flowchart on the employee resource page.
· Additional checklists are available on the employee resource page to use the day before the event. This form is not required and was created to assist all programs with their events.
· It takes 24-48 hours for the event to post on the website.
· Some publications require the event to be sent out by the 15th of each month to appear in next month’s issue.
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Today's Date

PLEASE RUN BY: Week before registration deadline
Contact Name

Contact Title and Program (No Abbreviations)

Contact Phone Number and Extension

Contact Email Address

The University of Arizona Yavapai County Cooperative Extension Offers
Event Title

Details of the class including what will be taught and names of any guest speakers. (who/what/why)

Details of the class dates, times, location, cost, and/or reservation information, including registration
deadline date. (when/where/how)




