
Use the following news release template, together with the sample news release and beginner’s guide to news release writing, to produce your own successful news release.

NEWS RELEASE
For immediate use
Weekday, DD Month, YYYY
HEADLINE Write a brief punchy headline that presents your story through the identified angle.  Keep it to one line, no more than 10 words.
First Paragraph: Approach your story through the angle.  Do not cram all the details into the first paragraph – you must grab the reader’s attention in the first five to ten words.  Keep it to one or two paragraphs, and no more than 35 words.  Make every word count. 

Second Paragraph: This should contain all the details of your event not already covered in the opening paragraph.  Ensure you answer the questions what, who, when, where and why in these first two paragraphs (the lead).  Stay focused on your angle.  Briefly explain the event’s importance.
Third paragraph: Provide a strong human interest quote from someone involved in the event.  Be sure to introduce the person you are quoting.  If this is yourself, write your quote in the third-person format (“…“, said Mrs Smith.).  Use the quote to add information and emphasize the motivation for your event.  Don’t repeat details already stated in the lead.
Fourth Paragraph onwards.  Briefly explain about retinoblastoma.  Add a statistic or two to make a point, if this fits (see our factsheets and website for some suggestions).  Make your story interesting to your local community. So conclude by emphasising the local involvement, and the importance of raising awareness. Create a sense of urgency. Keep it short and snappy.

Provide contact information for the event organizer (name, phone number, email etc.) that can be included in the article.  Include the WE C Hope website: www.wechope.org.
Closing: Indicate where content to be included in the article ends by typing ENDS (used in the UK) or ### (used in N. America), centred on one line.  Any content below this point is included only for the journalist’s reference, and should not be included in the article.
Contact: Include all contact details for the person you with the journalist to communicate with about the event. This should include:   

First and last name

Job title – if relevant
Full address

Telephone / Fax

Cell

Email

Website
Editor’s Notes: Provide bullet pointed notes to 

· reference statistics

· provide brief details of the local group staging this event (if relevant)

· Include the official WE C Hope Editors Notes for our organization and Retinoblastoma.

· Indicate any enclosures (e.g. background info about WE C Hope).
World Eye Cancer Hope - www.wechope.org

