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IMMEDIATE RELEASE/RELEASE DATE: XX/XX/XXXX
 (
Insert your company logo here if you want your press release to be branded. Delete if it’s not applicable.
)

HEADLINE – keep this short
Sub headline – this can be longer than your headline with extra detail
Include your story here, below is a guideline of how to structure your story:
1st paragraph: Cover the 4 W’s (Who, What, Where and When) in two to three sentences
2nd paragraph: Add extra detail to how an event occurred, what you’re trying to achieve or what a new product/service can offer
3rd paragraph: Include a quote from a relevant person involved in the story or your company
4th paragraph: If there’s an additional quote to be included from someone else integral to your story include it here
5th paragraph: Wrap up your story with a conclusion of events in one of two sentences.
NOTES TO EDITORS
Include additional information here for journalists to use when writing their articles, such as:
· Company background – how long it’s been working, year it was founded, where it’s based.etc
· Extra information – other products or service you offer
· Terms and conditions – if you’re running a competition or survey include details such as closing dates, requirements and prize information.etc
· Images, videos or extra information – don’t include these with the release as it will be too big a file. Direct readers to where supporting content can be found on either your website or who can supply them 
· Contact details – include an email or phone number of someone a journalist can contact if they need anything else from you
· Your website and social media channels – include a link to your website and any social media channels that you have, a journalist might find these useful when researching or pomroting a story once it’s live
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