Attachment 11.7: Sample News Press Release Template
***Press releases should be developed at a Flesch-Kinkaid Reading Level of 5.  To check the reading level of developed press releases in Microsoft Word, Click on Review (Word 2007) or Tools (Word 2003), then click Spelling and Grammar, then click Options, then make sure “Show Readability Statistics” is checked.  Run Spelling and Grammar check on document.  When finished a Readability Statistics box will appear with data.***
[ORGANIZATION’S NAME ON LETTERHEAD]

NEWS RELEASE

FOR IMMEDIATE RELEASE

DATE

For more information, contact:

[Name of internal media representative/contact person]

[Name of organization]

[Telephone number]

[Fax number]

[Email address]

[Web site for more information]

[Headline goes here, initial cap, bold]

[CITY, State] – [Date] – [Text goes here, double-spaced, indented paragraphs]

[First paragraph: short (less than 30–35 words); contains the most important information]

[Second paragraph: contains the who, what, why, where, when of the story. Try to include a quote from the lead spokesperson or agency leadership within the first few paragraphs]

[The last paragraph should be an organization boilerplate, which is a brief description of the

organization, and any information considered useful for people to know, such as type of organization,

its location and web site address]

End
