DRAFT FOR APPROVAL – AS OF 6/10/08

Starwood Press Material Approval Process
For any press release that is going to be distributed over the news wire, Starwood’s corporate PR department must approve the release.  The releases that fall into this category are the following:  deal announcement, groundbreaking, ribbon-cutting/grand opening, hotel transition announcement.

When creating any one of these four releases, below is the 14-day process you will follow:  

Day 1

Draft press release
Day 3

Submit draft to Starwood for approval

Day 5

Starwood provides 1st round of edits to press release; 


developer/owner/GM/DOSM/agency begins working on 2nd draft

Day 7

Submit 2nd draft of press release to Starwood for approval
Day 8-9
Starwood seeks approval from the Starwood Leadership Team (SLT) 

Day 11-12
2nd round of edits from Starwood and SLT sent to 

developer/owner/GM/DOSM/agency to create final draft.  Forward back to Starwood.

Day 13

Starwood distributes press release to over the national news wire.  

Day 14 
Developer/owner/GM/DOSM/agency performs media follow-up calls/pitching

(where appropriate).  Coordinate any requests for interview through Starwood corporate PR.
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