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Sample News Release

FOR IMMEDIATE RELEASE

(or “FOR RELEASE ON (date)”)

For Further Information: (Name of contact person and daytime phone number)

(Title)
(Body should be typed, double spaced, with one inch margins on 8 ½” X 11” paper. 
The first paragraph should contain the most important facts : who, what, when, where and why. 
Include the rest of the information in descending order of importance in any following paragraphs. 
Keep it short and simple. Avoid jargon, slang, inside information or any other material that is likely to be misunderstood by the reader. Write in complete sentences and keep the language lively and clear. 
Limit the release to one page, if possible. If you need two pages, type “MORE” at the foot of the first page, and head page two with a short title in all capital letters and the words “ADD ONE”.)
(At the closing include information about the sponsoring organization or group/s.)
### (indicates end of release)
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