YOUR LETTERHEAD


NEWS RELEASE

FOR IMMEDIATE RELEASE  
PHOTO ENCLOSED 

(if photo goes with the release)

DATE:



CONTACT:  
Your Media Contact, Her Title, Her Phone Number

PROVIDE A SAMPLE STORY TITLE 

COLUMBUS, OHIO—Start with a lead that will “hook” the reader.  Summarize the point of the story in the first paragraph.  Include the five “W’s.”  Some people never make it past the first paragraph, so keep it short and simple.  

“You may wish to add a quote from someone who benefits from the news, or someone in your organization,” said Jane Doe, a graduate of the program, “perhaps in the second paragraph.”  This helps make your point and from a personal perspective.  

Elaborate on the news in subsequent paragraphs, as needed.  Focus on how the news will make a difference for the people you serve.  

Describe your organization and your mission briefly.  Mention the funding sources for the program or the agency, including CSB, if relevant to the program.  

Close by sharing how people can get more information, make a contribution, volunteer, or otherwise get involved.  Include contact names and phone numbers.  

###

PHOTO CUTLINE:  describe photo if you have attached one, and list names and titles of people in photos.  
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