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QO TEMPLATES - PRESS KIT - RELEASE - EMBARGO - TIMELINE

Press Kit and Launch P
Template

The documents a journalist needs to cover you in one sitting, and the
28-day timeline that gets them into the right inboxes at the right
moment. Fill in the highlighted placeholders, delete the annotations,
ship.

WHAT IS INSIDE

1. Press kit checklist (what goes on your /press page)

2. Boilerplate, fact sheet and founder bio templates

3. Annotated press release template
4. Embargo note template

5. Launch timeline from T-21to T+7

BEST FOR TIME PAIRS WITH
Funding announcements, product One day to assemble the kit; three Journalist Pitch Email Templates and
launches, mainnet and token events weeks to run the launch the Media List Template
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Press kit checklist

FREE RESOURCE

Host it at yourdomain. com/press as a plain HTML page plus a single zip download. Journalists on deadline
will not request access to a shared drive.
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Boilerplate: 50-word and 100-word versions
Fact sheet (one page, template below)
Founder bios: 50-word and 150-word versions

Latest press release, plus an archive of past
ones

Approved customer or partner quotes, with
names and titles

Company timeline with dated milestones

"How to describe us" note: correct name,
capitalisation, category, pronunciation

Topics the founder can speak on, with 2 to 3
sample opinions

o2 Boilerplate template

VISUALS

o oo oo O O

Logo pack: SVG and PNG, light and dark,
wordmark and icon

Founder headshots: high-res, landscape and
portrait, plain background

Product screenshots at 2x resolution, no
browser chrome, real-looking data

Short demo video (60 to 90 seconds) or GIFs

Architecture or "how it works" diagram for
technical reporters

Image credits and usage rights stated

ACCESS

[]

]
[]
[

Named press contact with email and phone,
response within 4 business hours

Links to verified social profiles, docs and audits
(security and Web3)

Zip of everything, under 50 MB

Page updated within 24 hours of any news

About [Company]

[Company] is a [category in words buyers use] that helps [ICP] [outcome]. [One proof point: customers,
usage, audits, notable partners] . Founded in [year] by [founders, one credibility marker each], the company
is backed by [lead investors] and based in [city or "remote, with teams in X and Y"]. Learn more at

[domain] .

Use the same category phrase everywhere (site, LinkedIn, Crunchbase). Journalists and Al assistants copy boilerplates
verbatim, so this paragraph becomes how you are described across the web. No superlatives: "leading", "first" and
"revolutionary" get cut by editors.
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o3 Fact sheet template

Company hame

[Legal and brand name, ticker if any]

What it does (one line)

[Under 20 words]

Founded / HQ

[Year] / [City]

Founders and leadership

[Name, title, one credential each]

Team size

[Approximate headcount and locations]

Funding

[Total raised, latest round, lead investors, date]

Customers / users

[Count or named customers you have permission to name]

Key metrics you will share

[e.g. TVL, transactions, models served, threats blocked; with date and
definition]

Product and pricing

[Products, availability, pricing model]

Security and compliance

[Audits with links, certifications, bug bounty]

Milestones

[3 to 5 dated milestones]

Press contact

[Name, email, phone, time zone]

Every number needs a date and a definition ("monthly active wallets, 30-day window, as of [date]"). Undefined numbers get

questioned or cut.

o« Founder bio template

150-word version

[Full name] is the [title] of [Company], where [he/she/they] [leads what, in one concrete line] . Before
founding [Company], [Name] [most relevant prior role and one specific achievement]. [Second credential:
research, open-source project, previous exit, notable employer] . [Name] writes and speaks about [2 to 3
topics] and has been featured in [only outlets that actually ran pieces]. [One human detail, optional] .
[He/She/They] is based in [city] .

50-word version: first two sentences plus the topics line.

Lead with what makes them credible on this story, not chronology. Reporters use bios to decide whether the founder is a

quotable expert beyond this announcement.
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s Press release, annotated

FOR RELEASE: [Date], [time] [time zone] Or "UNDER EMBARGO UNTIL ...". Pick one and state it in the first line.

[Company] [does specific new thing] to [specific outcome for specific audience]

Headline: subject, verb, news. Under 15 words. If it would make sense on a competitor's release with the name
swapped, it is too vague.

Subhead: [The single most important supporting fact: amount, customer, metric, availability]

[CITY], [Date] - [Company], [boilerplate category phrase], today announced [the news in one sentence:
who, what, when, where]. Lede: the reporter's whole story should be possible from this paragraph.

[Why it matters: the problem in the market, with a verifiable fact or source you can link]. Context: why now.

Cite public sources, not vague claims.
[How it works, in plain language. One concrete example or use case.] ~ Specifics a technical reporter can check.

" [Founder quote with an opinion or insight, not a restatement of the news] ," said [Name, title]. Write a quote
a journalist would want to use. "We are thrilled" never gets used.

" [Customer, partner or investor quote with a specific result or reason] ," said [Name, title, company]. Third-
party proof. Approved in writing.

[Availability, pricing, how to access, what comes next] .

About [Company]
[Boilerplate]

Media contact
[Name, email, phone] - Press kit: [yourdomain.com/press]

Length: 400 to 600 words. Links: 2 to 3 maximum, to the press kit, product and any audit or data
source. Token projects: no price talk, no listing speculation, no return language; legal review before
distribution.
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°¢ Embargo note template

Subject: Embargoed until [Day, Date, Time TZ]: [Company] [news in 8 words]

Hi [First name],

Following up on your yes to the embargo. Everything below is under embargo until [Day, Date] at [Time]
[TZ]. Please do not publish or share before then.

The news: [One sentence]

Why it matters for your readers: [One sentence tied to their beat or a recent piece of theirs]

Attached / linked: press release, fact sheet, images, [data, demo video]

Interview: [Founder name] is available [time windows with TZ]. Reply with a slot and | will send an invite.
Also briefed: [number] other outlets under the same embargo. Be honest about exclusivity.

If anything changes, | will tell you before anyone else.

[Name] - [phone]

Only send embargoed material to reporters who agreed to the embargo in advance. Never assume an embargo is accepted
because you wrote it in the subject line. Track who agreed in the Media List Template ("embargo-reliable?" column).

o7 Launch timeline- T-21 to T+7/

T-21 O Lock the story. Angle memo, announcement date, exclusive vs embargo decision,
spokesperson, approvals list.

T-18 () Assetsin draft. Release, fact sheet, bios, visuals, FAQ including hard questions (security, token,
competitors).

T-14 () Media list final. 20 to 40 reporters by beat, each with a recent relevant article and a personal

line.
T-12 Exclusive offer to your first-choice reporter, with a 48-hour answer window.
T-10 Embargo pitches to the wider list (if no exclusive, or once exclusive is placed and the outlet

agrees to a wider embargo).

T-7 Spokesperson prep. Message house, three proof points, mock interview with tough questions.
T-5 Briefings held. Embargo notes and assets sent to everyone who agreed.

T-3 Partner and investor kit sent: copy-paste posts, timing, links that go live at T-0.

T1 Final checks. Press page staged, release in the wire tool (if used), social posts scheduled, war-

room channel open.

T-0 (O Embargo lifts. Publish release and blog, founder posts, email to list, share coverage as it lands,
thank each reporter.

T+1 (0 Second wave. Pitch reporters who passed with a new angle: customer story, data, founder op-

ed.
T+3 Podcasts and newsletters pitched using coverage as proof.
T+7 Retro. Coverage log, message pull-through (did they describe you correctly?), referral traffic, Al

citation check, lessons.
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@ NEXT STEP

Want a senior operator on your
launch?

Templates get you organised. Coverage, citations and pipeline come from
judgement: which angle a journalist will actually take, which channel
deserves the next dollar, and what to cut.

Book a 30-minute teardown. Bring your launch plan, your positioning or
your last campaign and leave with a prioritised list of fixes.

Book a 30-minute teardown: shilikajain.com/contact

Six years 50+ protocols Tier-1outlets

PR and go-to-market for Web3, Al  Launches, funding rounds and Forbes, CoinDesk, Cointelegraph,
and cybersecurity founders. token events supported. Decrypt, The Block, Blockworks,
Al Magazine.

Prefer to self-serve first? Try the free interactive planners, budget calculator
and checklist at shilikajain.com/tools. More downloads live at
shilikajain.com/resources.

Engagements: fractional PR retainer $5K to $12K per month. Launch sprint
$15K to $40K.
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