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Format of a News Release 

Following a standard format for your press release will help 
establish credibility and make it easier for you to pull 
together a comprehensive and professional release each 
time you have a message to share.  
 
FOR IMMEDIATE RELEASE:  
Include these words in the top left side of your news release 
in ALL UPPER CASE. If your story is something you want 
them to hold for a specific date, then write “HOLD FOR 
RELEASE UNTIL…”  
 
Headline 
Don’t be too clever or creative – use easily understood 
language to describe the content in your news release. 
 
City, State, Country 
Date (Month, Year) 
Include this information in italics before the first sentence. 
 
Lead 
Get the reader’s attention with an interesting lead sentence. 
 
Summary Paragraph 
Give all the facts in one paragraph – answer the 5 W’s 
(Who? What? When? Where? Why?) 
 
Body 
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Tell the story in more detail. Provide supporting quotes and 
statistics. This should be at least two paragraphs – up to five 
short paragraphs. 
 
Boiler Plate Company Info 
Plug in the general description of your company, your 
professional bio and any pertinent background information. 
If it’s a joint press release, add a paragraph that includes 
the boiler plate info on the other company. 
 
Contact Information 
Be sure to include your name, title, phone number, email 
and physical mailing address for the news media to contact 
you for more information.  
 
- MORE-  
If your news release is more than one page, use this at the 
bottom of the first page.  
 
ENDS 
Use this mark at the bottom of the release to indicate the 
end:  
### 

 
  



	  

© TGC Communications, LLC 2011  All rights reserved.  
www.TheresaCeniccola.com	  

Sample News Release 
FOR IMMEDIATE RELEASE:  
Beads of Hope Spring Fashion Show to Benefit Dallas 
Area Homeless  
 
Grab your girlfriends and join us for an afternoon of fashion 
and fund-raising as Beads of Hope hosts the organization’s 
premier Spring Fashion Show featuring seven local women 
who went from homeless to college in less than a year. The 
show will be held Saturday, April 20, 2013, at the Hyatt 
Regency Dallas. Tickets are $75 per person and include 
lunch. Proceeds benefit the Beads of Hope Scholarship 
Fund for homeless women desiring a college education.  
 
Gloria Davis was 18 when she found herself living on the 
streets after making a series of poor choices and losing her 
family in a tragic accident. With the assistance of Beads of 
Hope, Gloria is now enrolled in Dallas Community College 
and plans to pursue a degree in nursing.  
 
Jasmine Black spent her childhood in foster care and wound 
up living in homeless shelters after running away as a teen. 
Beads of Hope gave Jasmine a job and a reason to show up 
every day. She is now pursuing a college degree in fine arts 
and plans to work in an art gallery some day. 
 
“Gloria and Jasmine are just two of the women who will 
grace the runway sporting the latest in hand-made jewelry 
at the Beads of Hope Spring Fashion Show,” says executive 
director Jane Smith. “Every model has a story that will 
inspire you to support and care for our community’s 
homeless women and children.”  

- MORE- 
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The Dallas area has one of the greatest needs for homeless 
services in the country, but we are making progress. The 
number of chronically homeless individuals decreased 
significantly from 504 to 407 in 2012 according to the 
Dallas Homeless Census Report conducted by MDHA Dallas.  
 
The Beads of Hope Spring Fashion Show will benefit 
programs that serve local area homeless women and 
showcase hand-made jewelry. It will also feature the latest 
spring fashions from local boutiques. Several area 
businesses are sponsoring the event with fabulous prizes 
including a weekend getaway at the Hyatt and a one-year 
membership to Fitness World.  
 
Beads of Hope is a non-profit organization dedicated to 
ministering to homeless women and children in the Dallas, 
TX area. With compassion and creativity, we support area 
shelters through art and jewelry making programs and 
activities. We believe all human beings have the right to 
basic needs of food, clothing, shelter and medical care. 
Since 1935, Beads of Hope has touched the lives of 
thousands of homeless families and advocated for laws and 
programs that ensure the care and safety of homeless 
people in the community.  
Media Contact:  
Jane Smith 
email@janesmith.com 
123 Hope Street 
Dallas, TX 12345 
1-222-333-4444 
### 


