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Press Release Template
Use this template as a guideline for laying out your press release (scroll down to page 2 of this document.

{INSERT COMPANY LOGO}
	For release on  {ENTER date, time, OR “for immediate release,” etc}
	For more information, please contact:
 {ENTER Contact Name}

 {ENTER Contact Phone}

 {ENETER email address}


{Enter Main Headline – Try to keep to one line}

{Enter Sub Headline  if headline requires more}

{Enter City, State} - {Date of Release} = {ENTER lead paragraph. of press release here.   Preferrably use a serif font (like Time Roman) and a font size of 11 or 12 pt. 
{ENTER body of press release paragraph here. Body of press release paragraph. Body of press release paragraph. Body of press release paragraph. Body of press release paragraph..

Body of press release paragraph. Body of press release paragraph. Body of press release paragraph. Body of press release paragraph. Body of press release paragraph. Body of press release paragraph.
Body of press release paragraph. Body of press release paragraph. Body of press release paragraph. 
About {ENTER Company Name}
{This is the “boiler plate”   You can use a smaller font to save space (no smaller than 10pt.) 

{If there is more than one page to the release, center this symbol at the bottom of every page.  This will indicate there are more pages to follow. Releases should normally be limited to two pages.}

-MORE-
{Center one of these symbols at the bottom of the last page of the release, which will indicate the end of release.}

###  <or> -30-
