
[make format/design consistent with 3-page Message Triangle worksheet]

News Release

STEP 1

a) Briefly explain the importance of the information or event you want to announce to the media. 

[include 3 lines for people to write on]

b) Think like a reporter — why is this important to readers or the community? Why should they care? You may need to take a step back and temporarily distance yourself from your program — look at it from an outsider’s perspective. Write your “angle” below in 1-2 sentences.

[include 4 lines for people to write on]

c) List what support you can offer to make the “angle” you’ve chosen newsworthy and credible.

[include 5 lines for people to write on]

STEP 2

a) Find your headline — by stating your most exciting news, finding or announcement in as few words as possible. Write your headline below.

[include 1 line for people to write]

b) Add a sub-head — which is basically a line or two fleshing out your “angle” and further hooking reporters to keep reading. Write your sub-head below.

[include 2 lines for people to write on]

c) Write the “lead” paragraph — including the basic who, what, where and how of the story using active, colorful words. No B.S. and no quotes. Write your “lead” paragraph below.

STEP 3

a) Quotes will be an important part of the body of your release, so give some thought to what prominent experts or local leaders you can quote to make your announcement even more newsworthy. List some possible quotees and quotes below. Note: If you are not using a pre-existing quote from an article or study, be sure to get the quote approved by the speaker.

[include 6 lines for people to write]

b) The balance of the news release serves to back up whatever claims you are making in your headline, sub-head and lead. And the final paragraph should contain basic information about your group (called a “boilerplate”). Check to see if one already exists within your organization. Write the rest of your release on the next page.

Body of your release (ending with ### centered at the bottom of the page):

[include 10 lines for people to write]
d) Proofread your work for spelling, grammar, formatting and data accuracy. It’s best to have someone else read it as well.

e) Print the final release onto your group’s letterhead and fax or email to your media list.
SAMPLE RELEASE

[ORGANIZATION LOGO]

Contact:  [first & last name]



FOR IMMEDIATE RELEASE

               [telephone number]


[Date]


    [email address]

HEADLINE GOES HERE IN ALL CAPS

Sub-head goes here in italics, in sentence case (Upper case first word only)

[CITY YOU ARE RELEASING FROM GOES HERE IN ALL CAPS] — Your “lead” paragraph goes here.


The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. 


The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. 


The body of the news release goes here. The body of the news release goes here. The body of the news release goes here. 


Your boilerplate goes here. Your boilerplate goes here. Your boilerplate goes here. Your boilerplate goes here. Your boilerplate goes here.

###

