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	Please complete this form taking as many pages as necessary.
The information you supply will form the basis of my first draft of this press announcement. 

	Our ref No:
	web
	Your name:
	
	Your role/job title:
	

	Your Tel No:
	

	Your email:
	

	Your company:
	

	Company website:
	

	Your information

	What is the main news item this press release is intended to communicate?
ie: state one fact, action or event that has happened to warrant the issuing of this press release. Eg: a new product release, product update, new key employee, new business acquisition, restructuring etc.

	

	Why is this information important to the readership of the intended publication?
What impact will it have on their business lives? How will it improve their business lives? How could it benefits their business lives?

	

	Why did this action or event occur?
Why was the product developed? Why was the employee hired? Why was the upgrade/improvement necessary?

	

	Supply any support information you think relevant to this announcement.
Product description, benefits, capabilities. Employee background. Event description and results. Company/financial/sales performance

	

	Provide an example of how this has or will improve, or affect, someone’s business life.

	

	Who can I quote in the press release?
Your CEO/Chairman/MD? (Please provide either an actual quote or their contact details)
The customer’s CEO/Chairman/MD/IT Manager? (Please provide either an actual quote or their contact details)
End user? (Please provide either an actual quote or their contact details)

	

	What are your future plans as a company?

	

	Who is the contact person for more information within your organisation? Contact details please.

	

	What is the deadline for this press announcement?

	

	Do you want me to contact editors and place this press announcement? 
(Details please)

	


Click here to submit and I will respond with a quote within 24 hours
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