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	Media & Communications Team 

Job Request Form
2011
	M&C Team Use only

	
	
	Job Number
	12/

	
	
	Date Received
	

	
	
	Acknowledged
	

	
	
	Date Completed
	

	
	
	Notes
	

	Your Details

	Name
	

	Role
	

	Group & District
	

	Email
	

	Telephone
	

	Request For (( more than one may apply)

	
	Event Reporter 
	Request for a member of the team to attend your event and write a report/press release and submit it to various media outlets

	
	Photographer
	Request for a member of the team to attend your event to take photographs, this may also be the Event Reporter for use in the Press Release. Photographs will be retained by the team and may be used in other publications. The event organiser is responsible for ensuring that the appropriate permissions have been obtained from parents and individuals being photographed.

	
	Graphic Designer
	Request for help in designing a logo, badge, poster or similar which requires the skills of a Graphic Designer. Please detail below what you want designing and provide a draft design where possible. The use of the ‘Print Centre’ tool on scouts.org.uk is encouraged as a first option.

	
	County Website
	Request for addition to, amendment of, or facility to be added to the County Website (www.westsussexsouts.org.uk). Mostly applicable to County Teams. Content / News for the website can be submitted directly by email to: webmaster@westsussexscouts.org.uk 

	
	County Email Address
	Request for a forwarding email address ending ‘@westsussexscouts.org.uk’ to be created. Please provide details below why this address is required and whose email address the @westsussexscouts address will forward to.

	
	Young Spokesperson
	Request for a trained Young Spokesperson to attend your event to talk to the media or guests.

	
	Advice & Support
	Request for advice and support about local PR, Media or Communication activities. For example, setting up your own website, writing your own press release, correct use of The Scout Association & West Sussex Scouts branding. We’re happy to help where we can. Just Ask!

	Details, Description & More... 
	(Use the space below to provide as much information as possible about your request. Include event dates, times, locations, who will be there, when you need it by, etc)

	

	Return to: rob.bright@btinternet.com
To discuss your request in more detail contact 
Rob Bright: Media and Communications Manager Tel: 01342 324209 or  07918 667 110
Please be aware that the team may not always be able to meet your request and short notice requests are likely to be turned down, as a first come first served system will apply. 


