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Purpose

The purpose of this procedure is to define and describe the process for submitting requests for news
releases and media advisories to the College’s Chief Communications Officer.

Procedure

A. The Marketing and Communications Department shall provide official releases of information to the

news media and other publications upon request.

B. To initiate a news release or media advisory, a College employee shall contact the Marketing and

Communications Department with the information to be disseminated. The Chief Communications
Officer will target the release of information to obtain the widest coverage possible within the time

available.

C. The Chief Communications Officer shall provide notification to the District Board of Trustees,

College President and President’s Executive Leadership Team of news releases or media advisories

issued to or published by the news media.
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