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PRESS RELEASE —
FOR IMMEDIATE RELEASE (or date of release)

Headline - Make It Interesting

Melbourne, FL Seplember 28, 2001 - Lead should contain the 4 W's and an H. Who,
‘what, where, when and how. Usually his information can al be in the first sentence or
two. This must be written in third person; write about your company, product or event as
if you are an outsider. Do not use sales language like: "come on down to Bob's house of
pancakes for the best deal you'l ever get.."

‘The press release should be in a standard font; either Times New Roman or Arial. If it
is 1o be sent via mail or fax it should be double spaced. Also, if it s to be mailed or
faxed, the contact information should be at the lop and it should be printed on company
letterhead.

The second paragraph suppors the first. According to Skye Robinson, “Always include
a quote in your press release, it adds a personal touch. It also s a way to slip in a bitof
salesmanship that otherwise you couldn't do.”

Keep the press release to the point, don't over-wite. Unless it is a complex topic, i
should be 400 — 600 words in length. Don'tbe surprised if the media uses the idea for
your press release but not your actually text. This could even mean writing about your
competiton
Contact:  Contact name

Phone Number

Email Address
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Media — Do Your Homework
@by emailldirectly torreperter or editor
E Attachment

Broad Reach,

How to Distribute Your Press Release:

Research goes a long way. Create or obtain a media list. Call the local news media
to ensure it is accurate. While you are at it, ask them how they prefer to receive
press releases because the rules change all the time.

‘Who to send to:

Local Media:
Local newspapers, magazines, television and radio, websites

Industry Specific Publications:
Trade publications and websites

National Coverage:

Associated Press - http: //www.ap.org/pages/contact/contact_pr.html
PR Newswire - http://www.prnewswire.com/

Business Newswire - http://www.businesswire.com

PR Web - http://www.prweb.com/

Send2Press - http://send2press.com
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