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Version One:

Hello ____________,

I hope that everything is going well for you over at ___________. I recently read your article on _________ and I thought ________, _________, and __________. 

I wanted to let you know that [Organization] is getting ready for [Subject of Press Release]. 

I have included a press release and a PSA with additional information about [Subject of Press Release.] We would love to have a story written but we understand that you have a packed schedule. If this sounds interesting and you would like more information, please reach out to me at [Phone Number] or [Email] any time.


Thank you
[Name]

Version Two:

Hello,

[Organization] is getting ready for our launch of [Subject of Press Release]. We would love for you and [media publication] to run a story for us. 

I’ve attached a press release with all the information needed about [Subject of Press Release]. 

If you have any questions or need additional information, please feel free to contact me at [Phone] or [Email] at [Time] or [Time].

Thank you,
[Name]
