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Contact for Reporters:
contact person’s name
contact phone number
contact e-mail address
	
For Immediate Release
Day, Month Date, Year
(Monday, August 30, 2010)


THE HEADLINE GOES HERE AND TELLS US WHO AND WHAT
IN A COMPELLING, INTERESTING WAY
Use a subheading to further explain the newsworthy event.
City, State/Province – The opening sentence goes here. It should clearly and succinctly describe the thrust of the press or news release. This essentially is a one or two sentence summary for the rest of the press release that includes the date, time and other time-critical information related to your activities. Concisely summarize the who, what, when, where and why.
In the second paragraph (section), provide a quote from a leader or key person within your organization. The leader quoted should be closely connected with the event and their role should be clearly identified. Note: Ensure all quotes add value to your story. Limit the number of quotes captured in your release to one or two people.

If your release goes beyond one page, type "-more-" (without the quotation marks) at the bottom of the first page. Limit your news or press release to no more than two pages; one page is preferred. 
The third paragraph (section), may contain additional details on the event or program, as well as information on its history. This is also the place to include contact information for those who are interested in learning more. Notice how all paragraphs in your press or news release should be around two to three sentences.
Finally, wrap up your release with information about your company or organization and the history of the event (if applicable.) You can also do the same for a partner or sponsor, however if you want to list more than two, avoid placing them here. Instead, include the list in a separate attachment. Your goal is to make the news release easy to read and digest for reporters and editors.
[example below]
About Dreamscape Multimedia
Dreamscape Multimedia is a full service marketing communications clearinghouse specializing in web design, web development, and web hosting. Based in Lansing, Michigan, Dreamscape Multimedia assists companies to establish and promote a strategic web presence based on sound marketing principles geared to convert web traffic into revenue. The company was recently recognized by the Environmental Protection Agency for its investment in renewable energy. www.dreamscapemultimedia.com 

### [indicates the end of release]
