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PRESS RELEASE INSTRUCTIONS 

 

 Know your contact’s name, title, telephone, fax and department. 

 Mail or fax your release 10 days in advance of the release date. 

 

Make the press release as personal as possible and send to as many newspapers and radio 

stations as possible in your area.  A professional photograph (head shot) should also be 

included to the print media, if at all possible. 


