COLORADO STATE UNIVERSITY PUEBLO
Office of Marketing, Communications, and Community Relations
Press Release/Media Pitch Intake Form
This form gathers the five essentials a press release needs to stand on its own: the project, the funding behind it, its impact on CSU Pueblo, a quote or two, and a photo. Please complete every section with whoever holds the details on your project, announcement, or event. Specific answers give your story the best chance at outside media coverage.
Questions? Contact Soni Brinsko at soni.brinsko@csupueblo.edu.
  1. Project Basics
What date would you like this released? Can we publish this as soon as it's ready?	Comment by Gena Alfonso: Might need to use plain language instead of "embargo". Some people may not know its meaning.
 
Official name of the project, program, or institute.
 
Date of the announcement, ribbon cutting, or event this is linked to.
 
Location (building, address, or campus site).
 
What is happening? One or two sentences, plain language. 	Comment by Gena Alfonso: Move down to last question in this section.


  2. The Money
Total dollar amount involved, if applicable.	Comment by Gena Alfonso: This may not apply to every initiative. Maybe say "if applicable". 
 
Funding source (grant name, donor, state or federal program, university budget).
 
What the money pays for. Break it down if there's more than one use.
 
 
Any matching funds, additional donors, or in-kind contributions?
 
  3. Impact on CSU Pueblo
Who benefits? Name the group and if you have one (students, faculty, researchers, the Pueblo community).	Comment by Gena Alfonso: Number of people?
 
 
Why does this matter right now? What changes because of it?
 
 
How does this connect to CSU Pueblo's mission, a strategic goal, or an existing program?
 
 
  4. Quotes
One or two quotes maximum. Every quote needs the speaker's sign-off before it gets published or pitched. Draft language is fine here as long as it's marked as a draft.
Speaker 1 — name and title.
 
Speaker 1 — quote (draft is fine, mark if not yet approved).
 
 
Speaker 2 — name and title (optional).
 
Speaker 2 — quote (draft is fine, mark if not yet approved).
 
 
  5. Photo
Attach one or two high-resolution photos with this form (or note where we can pull them from).
 
Caption for each photo.
 
 
Photo credit line.
 
Names of people in the photo, left to right, with titles.
 
 
 
 
Best person to call with follow-up questions.
 

