
COMPANY LOGO
(Insert your logo here: either cut and paste from another document or 

Go to:Insert / Picture / From File and find the picture file to insert)



PRESS RELEASE

TITLE HERE
Opening Line:
Short interesting opening line saying briefly what the news is.

2nd Paragraph

Extend on this information – what, where, when, why, etc.

Put the bulk of the information in this second paragraph so that is can be used as a short item.

3rd Paragraph

This can include more detailed information or be a longer version of the 2nd paragraph for use as a longer news item.

4th Paragraph

Include quotes, these can be from someone within your company and someone outside, for instance the client, main contractor, etc.  You can include more than one quote of course.

5th Paragraph

You can say something additional about your company here, which may not be related to the news items.  For instance: what you do as a company, how long you have been in business, other successful contracts, any awards, and of course your website address.

(You can keep this paragraph to be repeated on other press releases.)

WORD COUNT: (go to Tools / Word Count to get this figure)
DATE ISSUED:  (you can also add an embargoed until date if you wish)

IMAGE(S): If you have an accompanying image, attach to the release as a separate file and give the caption details here.
CONTACT DETAILS:
Don’t forget to add contact details, address, telephone, email, website, etc.
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