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For Release 0 a.m. GMT, Release Date





Select this headline and type your own:


If your headline is only one line, delete this PLACEHOLDER text





City, Month, Day, Year


Read through the following information to learn how to complete this press release. The template opens in Page Layout View. Remain in this view while completing the template. 


What’s Important in a Press Release


A Press Release should identify essentials (who, what, where, when, why, and how) in the first paragraph. Try studying a newspaper to learn how deftly most writers work that type of information into the first paragraph of each article. Also, it’s helpful if you remember the following:


List the person within your company you want the media to contact. Be sure to include his/her name, title, telephone, fax, and department.


Mail or fax your press release 10 days in advance of the release date.


Call your media contact to offer assistance, ideas, and pictures. 


How to Customize this Press Release


Select the Company Name PLACEHOLDER information and type your company name. If your name is longer than the PLACEHOLDER text, stretch out the text box by grabbing the corner handles and pulling to the right. You can insert a picture from either a file or from Clip Art.


Select the logo PLACEHOLDER. Click Picture on the Insert menu, and then locate your artwork. To delete the “logo” elements of this press release, click on the frame border (the frame “handles” should become highlighted) and press Delete.


Select each line of the address and phone information, separately, and type your text.


Type your actual press release text. To change text styles, select a new style from the Style list. 


To save your press release, choose Save from the File menu. You can then name the file accordingly.








For Details, Contact:


Name


Department Name


Direct Phone: 555-555-5555
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