

Submit to the Office for Strategic Communications, 21st Floor Brother Andrew Gonzalez Hall
Telefax +632-5264237 Loc. 246

Media Activity Form (to be filled out in 2 copies)

Office for Strategic Communications

Processing period is FIVE (5) WORKING DAYS before the activity for solicited requests and TWO (2) WORKING DAYS before the activity for requests coming.
STRATCOM reserves the right to turn down requests for non-compliance of university policy.

*Please limit contact persons to two (2). STRATCOM will coordinate only with the person(s) listed on the form.

Requesting Party:________________________ 
Contact Person:_________________________
Date of Request:_________________________ Contact Number:________________________
Date of Activity:__________________________ Email Address: _________________________

	Project Description

	

	· OFF CAMPUS
	· ON CAMPUS

	· TV Guesting/Interview

· TV Feature

· Radio Guesting

· Print Feature/Interview

· Others ____________________


	· TV Feature

· TV Coverage of an Event

· Radio Coverage of an Event 

· Public Affairs/Variety Show Taping

· Concerts Covered by TV or Radio

· Press Conference

· Others _____________________



	FOR ON CAMPUS REQUESTS ONLY

	Media Organization:

	Contact Person(s)

	Office Numbers:

	Mobile Numbers:


	Equipment material to be brought in
	

	Power requirements
	

	Ingress and egress time
	In
Out

	Names of people/designations/offices
	

	Multiple footages
	Yes  

No   
___

	Multiple locations
	Yes  

No   
 ___If yes, specify # of locations  
___

	Spot interviews
	Yes  

No   
___

	Show concept briefing
	

	Time/date for site Inspection
	

	Faculty participation
	

	Student participation
	

	Other details (sponsors, etc.)
	


Noted by:




Approved by:

Public Relations Coordinator


Director for Operations
