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Civil Air Patrol
National Cadet Competition

Press release template
Cadets, attached is a print-out of a press release you can customize and submit to your area newspapers, radio and television stations after you return from NCC. 

You will need to customize this press release with your own information and then submit it to your local media. Here’s how:
1. Access the document on the CAP National Headquarters Web site. 

Go to www.cap.gov.

Click on the MEMBERS tab.

Go to PROGRAMS.

Go to STRATEGIC COMMUNICATIONS.

Go to PAO TOOLKIT.

Scroll down the Toolkit page until you find the link for “NCC press release template.”

Open the template in Word. Save the document on your own computer. Enter your information. 

2. Once you’ve entered your information, ask several people to proofread the press release to be sure it’s accurate and correct in spelling and grammar. Be sure your final version is error-free!
3. Ask your squadron commander to approve the press release for distribution. 

4. Obtain the contact information for your local newspapers, radio and television stations. You can get this information from your unit’s public affairs officer or from the local phone book.

5. You can get the press release to the media in one of four ways: (1) hand-deliver it; (2) snail-mail it; (3) fax it; (4) e-mail it.
TIPS:  

Hand-delivery is always effective and increases your chances that the release will be published. Ask to see the news editor, the metro editor or the community editor.

If you send the release by mail, note on the envelope: TIME-SENSITIVE PRESS RELEASE ENCLOSED

If you e-mail the release, cut and paste the text into the body of your 
e-mail rather than sending it as an attachment. 

6. If you have your own photos from NCC that you want to submit with the press release, you can do so. Color photos are fine. If you submit them electronically, be sure to send them in jpeg format at a minimum of 300 dpi.

7. You can also obtain NCC photos taken this year by the National Headquarters staff. To get those photos, contact Melanie LeMay at mlemay@cap.gov or 334-953-5320. Some media may prefer that you submit a head shot, so be sure you have one available.
8. If you have any questions or concerns about the press release, or if you need help with wording or delivery logistics, please e-mail Ms. LeMay at mlemay@cap.gov. 

Don’t be shy – help promote Civil Air Patrol by sharing the good news about your achievements. And from all of us at Headquarters Public Relations, congratulations on your outstanding performance at the National Cadet Competition!
