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Press Release Template
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Please complete all questions on the form below. 
Full Name 




____________________________________
Title 





____________________________________
Company/Organization Name 
____________________________________

Email Address 



____________________________________
Phone Number 
(Area Code + phone number)

____________________________________
Fax Number 
(Area Code + phone number) 
____________________________________
Skype Address (if applicable) 

____________________________________
Web Address (URL) 


____________________________________
Street Address 



____________________________________
City / State / Zip / Country

____________________________________
PO Box Address 



____________________________________
City / State /Zip / Country 

____________________________________
1. Do you have a fact sheet already written?   Yes _____   No _____


2. If no, please provide detailed notes and comments for the reasons of the press release. (Is there a new product or an addition to your current service set? What is the Big News?)

3. Do you have a preferred date of the press release or announcement? (Month, day, year)
4. Please list out the target keywords and corresponding target URLs (since we will be using target keywords in each press release as anchor text, we need the text to point back to a target URL. We can use the same keyword 3 times or you have the option to have as many as 3 different keywords per press release).  For example, are you trying to position yourself locally?  Which is recommended because you’ll most likely be successful in having your press release on page 1 of Google results for key word terms that are nation wide.  We usually target for clients Michigan Property Management, West Bloomfield Nutritionist, Oakland County Yoga Teacher, etc.  Locally will also be your best chance in getting noticed by the local media.  Use keywords that you’re ideal client will use to find you, therefore Nutritionist is probably more popular than Holistic Consultant, etc.
5. Please provide the information that will be used in the bio box (150-250 words)


6. Please provide a quote from the CEO (or, if you prefer, we can write one for you)

7. Please provide any additional information or comments below.

8. Once the press release is written it will be sent to you for review and approval before being distributed.
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