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Task 
Prepare a news release so that information is accurate and formatted correctly 

Conditions and Outcome 
Given an actual or simulated event or topic, news release policies and procedures the 
candidate shall be able to communicate verbally and in writing a news release.  The 
candidate will complete this task with a minimum of 5 items answered 
correctly 

Number Task Steps First Test Retest #1 Retest #2 
Pass Fail Pass Fail Pass Fail 

1 Gather all applicable information.       
2 Prepare a written news release according to policy, 

procedures and practices. 
      

3 Utilize proper news release format       
4 Produce a clearly written document reasonably free of 

grammatical/spelling errors 
      

5 Effectively communicate information orally and in writing       
6 Message adequately covers the event/topic       
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