[image: ] PRESS RELEASE FORMAT EXAMPLE

HEADLINE – summarise the story in 10-12 words	

Stand first – Grab their attention with an additional 8-10 words adding further information

· Three bullet points underneath the headline and standfirst
· They should be concise and one sentence each
· Summarising key info from the release to whet the journalist’s appetite

INSERT HIGH-RES IMAGERY 

Introduction – 25-30 words - start with the key information - Who? What? Where? When? Why?

Second paragraph – additional information to support the introduction

Third paragraph – by this point you should be at roughly 100 words – expanding on information already provided 

Quote: “Include a quote from a key spokesperson to add credibility and make your story more personable” 

Fourth paragraph – additional details to explain the content of the quote

Fifth paragraph - additional details forming the lasting impression of the release 

-ENDS-

For further information please contact [insert phone number], or e-mail [insert e-mail].


Insert all references to any sources you’ve included in the release here. If you have more than one source, include each source in chronological order as they appear in the release.


About [INSERT SHELTER NAME]:
Include a boiler plate that shares information about your shelter
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