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Press Release Information Guide 
This sheet is designed to help you help the Office of College Relations create your media releases/blog and web postings for your news/award/honor/ upcoming exhibition. Please be sure to fill in all the information requested and send a photo that is 4” wide at 300 dpi.

To meet deadlines and have time to write and send out releases, we need your news  three weeks in advance of your event. 

Please contact Jo Broderick, Dean of College Relations,  if you have any questions. jbroderick@montserrat.edu 

or 978-921-4242 x 1113. 

Name of Exhibition (no abbreviations)_____________________________________________________

Location _____________________________________________________________________________

Include room number or floor of building if appropriate; name of the gallery 

Dates of Exhibition____________________________________________________________________

Opening or Closing reception___________________________________________________________

Include date and hours 

Regular hours open to public___________________________________________________________________

Artists included_______________________________________________________________________

Please note if they are a Montserrat student, faculty member, alum or trustee and indicate hometown of each

Hometown____________________________________________________________________________

Description of exhibition_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Contact name, phone number and/or email for public to contact for more information ________________________

__________________________________________________________________________________________________

Please return this form tojbroderick@montserrat.edu

