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MEDIA OUTREACH EMAIL TEMPLATE
Hi [Name],

I hope you’re doing well. I wanted to share a potential story idea that may be a fit for your coverage.

[1–2 sentences explaining the news: who/what/where/why now.]

[Optional sentence adding local or audience relevance.]

I’ve included a one-page press release below for quick reference, along with a link to a media kit with 

photos and background information. Interviews and additional details are available if helpful.

Thank you for your time and consideration.

Best regards,

[Name]

[Title / Racer / Track Role]

[Email]

[Phone – optional]

[Website or Press Page link]

Media Outreach Best Practices

Personalize the subject line and first sentence

Keep the email under 150 words

Attach the press release or paste it below — not both

Include a media kit link, not large attachments

One follow-up max after 5–7 business days

If they say no, thank them and move on

Instructions to Use as Shareable Template

1. Open Google Drive and create a new Google Doc.

2. Paste this content or upload this .docx file.

3. Adjust formatting as desired (add logo, colors, etc.).

4. Under File → Share, set link access to 'Anyone with the link can view' for your racers or media.

5. Each week, duplicate the document and update fields for new results.
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