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*** PRESS RELEASE *** 
DATE [xxx]

Headline [XXX] – headline must include your organisation’s name and reflect the story of the press release in a couple of words. It is the first part that journalists read so should be relatively exciting.

Opening paragraph – all the key information should be contained in the first paragraph. Who, what, where, when and why.

Paragraph 2 – background information on the organisation and the scheme.

Paragraph 3 – Include quote from relevant spokesperson/people [insert name], [insert job title] said, [insert short quote] 

Paragraph 4 – call to action. For additional information contact [insert name]or please visit [insert website]  
ENDS  

Notes to Editors: 
Organisation background information [xxx] - Include general information on organisation. This section can also include any key information on the event/business that isn’t included in the press release i.e. how many staff the company employs, how many years it has existed, areas of business etc.

Attach an image - Attach a hi –res image if you have one.
For further information or photography, please contact [xxx] on tel no. [xxx] or email [xxx]
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