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Punch Communications
Press Release Development and Distribution Service 
Pro-Forma

Section 1:
Contact Details

· Company Name

· Contact Name
· Contact Title
· Contact Email

· Contact Telephone number 
· Company Website
Section 2:
Spokespeople
· Is the above contact to be quoted in the release? 

· If not, please provide the name and title of the person to be quoted.

· Are any third parties involved with this announcement?

· If so, do they require approval of the document prior to distribution?
· If so, please provide the name, title and contact details for the third party.

Section 3:
Source Materials 

· What is primary news that you wish to communicate, in brief?
· Are there any supplemental facts regarding the news that are to be conveyed?

· Is there any supporting information, such as third party endorsed facts and figures?
· Company Background Details (or link to an ‘About Us’ section on company website). For example, primary location, number of offices, number of employees, primary product or service etc:
Section 4:
Distribution
· Which audiences, sectors or groups would you like to target with the news?
· Is the document primarily for external distribution, or use internally, such as an intranet or newsletter for example?
· Are any photographs or images available to be distributed?

· Is the spokesperson to be made available for comment or interview subsequent to distribution?

Section 5:
Additional Information

· Is there any other relevant information to be added to the above that may be useful in developing this press release?

For any questions regarding this pro-forma, please contact:

Pete Goold
Punch Communications
Tel: +44 (0) 1858 434615
Mob: +44 (0) 7830 236824
Email: pete@punchcomms.com
Web: www.punchcomms.com 
When completed, please forward this pro-forma to: pete@punchcomms.com
