Letterhead of organization

NEWS RELEASE
Date sent
Contact:
Your name and title



Telephone number (office)



Telephone number (home)

FOR IMMEDIATE RELEASE
Headline -- Use upper and lower case, or ALL CAPS, and bold

Use the organization’s letterhead for the release.  
This template is ideal and can be used for any news release to be used by newspapers or magazines.

At the top of the page put “NEWS RELEASE” in large letters.  The “NEWS RELEASE” on this page is 36 point.  For the rest of the release use a readable type, which isn’t too large or too small.  This is Times New Roman type.  The size is 13 point.   Double space all copy.  The maximum length for a news release is two pages. 


If you have a second page, put “ -- more --” at the bottom, centred

-more-

news release format -- 2


At the top of the first page put the date, a contact or contacts for reporters and editors, and “FOR IMMEDIATE RELEASE.”  A contact must be available 24 hours a day. 


Write a headline, in upper and lower case, or all capital letters.  Use the same typeface and size as the rest of the release, but make the headline bold.
Don’t crowd the copy onto the first page for the sake of getting it on one page. Put a corresponding slug at the top of this page.  Never break a sentence or paragraph between pages 1 and 2.  The second page always begins with a new paragraph.  Adjust the white space between the contact information and the headline so that you can break between paragraphs..


Use an endmark, centred on the page, after the last paragraph.

- 30 -

Put a serial number or code number at the end of the news release.  The codes usually include a few numbers representing the date of the release, the initials of the person who prepared the release, and where the release was sent.

