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News Release Template

Note: Media people expect news releases to be given to them in a specific format. Text written in CAPS should be written in caps in your news release. ONLY replace the text within the square brackets - leave all other formatting in place.

NEWS RELEASE FOLLOWS:

###

FOR IMMEDIATE RELEASE (or FOR RELEASE ON [date])

ATTENTION [relevant persons/editors]

Contact : [Complete Contact Information, including contact persons name]

[MAIN HEADLINE TITLE : This must be catchy and drive the reader to keep reading. It must be under 10 words. It must have an "angle" - see newspaper headlines for examples.]

[Sub-Headline (optional)]

[Location Distributed From], [Distribution Date]   - [Introductory Paragraph : Create an interest-catching introduction to your release that answers the questions: who, what, where, why, how, when and how long, in that order. Just give the facts, but make the facts sound "hot".]

[Second Paragraph : This paragraph is more factual than the first paragraph, and give a realistic perspective on the stiry. Include a brief description of the products, services, costs, event, or company including any facts supporting its significance. Are there any special features or discounts? Are you genuinely the youngest, oldest, first, last, biggest, fastest, best etc..? ]

[Subsequent Paragraphs : Include progressively less important facts and supporting information]

- 30 -

[For Further Information : Tell the media who they can follow up with, any other available material (eg. photos or a media kit), and provide contact information here also.]

[About your company : A sentence that briefly describes your company and its central offerings. For example, "Your company name is a company offering (3 key points, you might want to mention your industry here). Clearly state the name of your product and provide ordering info.]

###
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