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Insert date here
PUT TITLE OF NEWS RELEASE HERE
This is your opening paragraph. In this bit you need to catch the journalist’s attention. Keep it short and snappy. 
Use the next couple of paragraphs to explain more about your story, building on each paragraph with more useful information. This means that even if your story is used in a short article...
…The Journalist doesn’t have to go hunting through to the end of the story for reason behind it! Continue talking about the story here, but try to ensure that the story is no more than one side of A4
Add in any quotations or comments at the end of the story, this helps the journalist to make a distinction between ‘news’ and ‘opinions’. Set out the comments as follows:
NAME, Title, said:

“Indent your quotes, again this helps to distinguish them from the main body of the story. 
Try not to add in quotes from more than two people – again this is likely to minimise the impact of your story. 
- ends -
By adding “Ends” in, it lets the journalist know that this is the end of the story. If you go over one side, and “- more –“ instead. 

See next page for Editors notes. 

Notes to editors

This section is not intended for publication, but helps to give a journalist/ editor some background on your organisation. It can sometimes help to put the story into context. 

You can use this section to give a brief history of your organisation or profile. 

At the end of the editors notes insert you contact details with the following line:

For more details, please contact:

Name

Title

Tel:

Mob:

Email:
