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Subject: news release this week

Body:

We have a news release going out tomorrow. The process includes several steps.1) send advisory today to the 

media day books stating that we will be issuing a press release tomorrow and that selected samples will be 

available at our office. (This advisory will not be included in the mailing.) 2) issue press release by fax 

tomorrow. I can show you how that is done at the other computer at your desk. I will send the press release to 

the public by e-mail.3) mailing. We need to print envelopes and make copies of the press release for the 

mailing. This process should begin either today (if you have time) or tomorrow after the press release has 

gone out by fax. You can then coordinate with Janice about getting the stuff out the door.I apologize for the 

short notice. Just so you know, as it stands now, we will be issuing another press release in this same manner 

next Tuesday as well.I will photocopy the press release for the mailing. Christina -- can you please print the 

envelopes?As always, thank you both for all of your help!!
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