
Press Release Distribution 

For Immediate Release 

Date: [Insert Date] 

To: [Insert Recipient's Name]  

[Insert Recipient's Title]  

[Insert Educational Institution's Name]  

[Insert Address Line 1]  

[Insert Address Line 2]  

[Insert City, State, Zip Code] 

Dear [Insert Recipient's Name], 

We are excited to announce that [Insert Educational Institution's Name] is set to launch a new 

initiative aimed at [Briefly Describe Initiative]. This program is designed to [Insert Purpose and 

Benefits of the Initiative]. 

We believe that this initiative will greatly contribute to [Insert Relevant Community/Field] and 

enhance educational opportunities for our students. We would like to request your support in 

distributing this press release to help spread the word. 

Attached is the press release with all the necessary details. We appreciate your assistance in 

sharing this announcement with your network. 

Thank you for your continued support of [Insert Educational Institution's Name]. Should you 

have any questions or need further information, please don't hesitate to reach out to me directly 

at [Insert Your Phone Number] or [Insert Your Email]. 

Sincerely, 

[Your Name]  

[Your Title]  

[Insert Educational Institution's Name]  

[Insert Phone Number]  

[Insert Email Address] 


