How to use this as a template.  

Save a copy.  Once you have followed these instructions, delete this text.   The words in italics are instructions so once you have followed them delete them, as well as this information.  Replace the text in red with text that is relevant to your project.  The text that is not in red or italics can be kept in your press release.

Call Notice
Name of your organisation

Contact Name
Contact Number
Contact Email
Date of event
Embargo date (when the story can be used)
Headline (Make it as short and snappy as possible)
1st Paragraph

What is happening:
When it is happening:
Why it is happening:
2nd Paragraph

Who is attending (including special guests):
What you hope to achieve:
3rd Paragraph

Include a quote from the organiser
Person’s name, job title, from the your organisation: “XXX”
- Ends -
Notes for Editors:

Include any additional information.
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