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The right time to create a fact sheet is any time you need to spoon—feed a reporter on a complex
subject.

Reporters don't mind thinking, they just don't want to think too hard. They simply don't have the time.
They are writing history in a hurry. The accent is on "hurry."

PR Rainmakers recognize this and use it to their advantage.

Creating a fact sheet gives you more control over the story that you will have without it. A reporter in a
hurry is very likely to take your fact sheet and covert at least part of it into a section of the story.

The fact sheet offers the reporter a short—cut that few can refuse. So offer it.

There are four steps to creating a powerful fact sheet. They are:

Step 1: Gather content.

Bring together every recent document your company has produced on the subject you want the
reporter to cover. Consider widening your net to include documents produced by related associations,

colleges, think tanks and even competitors.

Talk to the folks in your company who really know the subject. Focus not only on the executives, but
also on the grunts who truly produce the work and thus know it inside out. Take careful notes.

Think like a reporter. What would a journalist need to know? But also look for the surprising, the
interesting or the unusual: things the reporter might not expect. Include these ideas as well.

Step 2: Organize and outline
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Sort your information by subject. Some PR Rainmakers use binders or folders. Others use computer
software. Go with whatever works best for you.

Let's say you represent a drug manufacturer who is issuing a new pill that instantly cures hives caused
by consumption of MSG. Your content might include the pill's formula, the team that created the pill,
the size of the company's investment, the potential market for the pill, the active ingredients, the
chemical reaction to MSG in allergic humans, and on and on.

You want to take each bit of useful information and put it with related information. Give each "box" of
information a name: "team," "market,"” "ingredients," and so on.

Your goal is sort out your content until it makes sense to you.
Next, on a sheet of paper or on a computer screen, you want to write a master list of the names of
each "box."

This will provide the basic outline for your fact sheet. Rearrange the outline until the structure makes
sense.

Step 3: Prune, combine and simplify.

The goal is, in few pages as possible, to produce a fact sheet that hits the topics you want to see in the
reporter's story.

Rule of thumb: At least five boxes, and no more than 10. Prune away until you reach a number
between those two.

Look for opportunities to combine boxes. For example, if you have some content sorted as "executive
team" and another as "research team," consider combining these into one box labeled "team."

Also, you need to find ways to simplify complex ideas. Search for comparisons and analogies that will
express complicated processes. Transform jargon into English. Focus on benefits, not features.

Trim, trim and trim some more. (When | started this article, there were eight steps. Now there are just
four. That's where you want to go with this part of the process.)

If the subject is just too complex to reduce to a single page, consider creating more than one fact
sheet. Just make certain each fact sheet focuses on a single aspect of the overall topic.

Step 4: Format and produce

There are as many ways to design fact sheets as there are topics. You will need to use your
experience, creativity and common sense to choose the one that best organized your material.

Try to keep the fact sheet to one page. Certainly no more than three.



Create a Powerful PR ‘Fact Sheet’ in Just Four Steps

Use a readable typeface, such as Arial, in a 10 to 12 point typeface. Double spacing isn't necessary,
but use a blank line between paragraphs.

The page should begin with the word "Fact Sheet," followed by a very brief headline that explains the
subject of the page.

From that point on, work with your outline. Use a small header to introduce each "box." Consider using
a bullet to open each paragraph.

Insert only the most interesting, most vital or most relevant information you have to offer. Remember:
Your job is to make it easy for the reporter to write the story.

Finally: Don't be afraid to steal a format you find attractive. If you want to study the designs of 10 fact
sheets that might work for you, visit http://www.prrainmaker.com/factsheets.html.

Copyright 2003 by W.O. Cawley Jr.

You Can Learn To Read Guitar Sheet Music
By Tomas Labas

When you learn to read guitar sheet music it will be vital in expanding your guitar playing skills. Playing
by ear will only get you so far and | am here to help take it to the next step. | will show you some basic
tips and tricks to help you learn to read guitar sheet music and hopefully that will make you a better
and more versatile guitar player.

I will now give you a list that will show you it is not hard to learn to read guitar sheet music.
Finding the right material

Most guitar books will have some basic sheet music and songs in the front pages that are designed to
help you learn to read guitar sheet music quickly. Once you have basic guitar knowledge it is relatively
easy to learn to read guitar sheet music. Start in small sections, one chord at a time. Use your guitar
and play the chord out loud until you know it sounds correct.

Setting your self up

You will need to be in a small quite room where you will not be distracted by anything when you learn
to read guitar sheet music. The only way to know when you get it right is if it sounds right and it can be
difficult do that if you have screaming kids in the room with you or loud street noise outside.
Concentration is key and this will make it easier to learn how to read guitar sheet music. If you are
distracted you may find a whole day can be wasted trying to focus.

Getting started
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Remember what | said, be free from distraction! | cannot stress that enough. Now you're alone and it's
quiet, find a music book with sheet music, try to pick something easy but also try to pick something you
are familiar with. It makes it much easier to learn to read guitar sheet music if you are familiar with the

tune. Make sure you are confident with one piece before you move on to the next.

Continue practicing

Continue to practice as much as you can, you will find that the better you get the more you will
practice. When you enjoy something you will generally apply more time to it. Trying to learn to read
guitar sheet music is easy as long as you practice! Once you have mastered reading sheet music then
you can attempt to write you own music and that is where the real fun begins! It is essential to make
sure you are confident or you will only have to go back and learn to read guitar sheet music all over
again.

Article written by real guitar lover. Some of authors articles can be found at:

Articles to help you learn guitar quick.
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