Personalizing Your Press Release Template
We have provided you with a press release template as a downloadable Word document. (Here is that link) You can use it to create your own press releases. This page explains how to personalize your press release template. We're giving you the instructions separately, so you won't have to erase anything. You'll just add your contact info, your title and subtitle and the body of your release.
1. Your template is a word document which is formatted as follows: 12 point, Times New Roman, normal style, line spacing: single, paragraph formatting: aligned left, outline level: body text. This is perfect for copying into the message body of an e-mail. If you wish to print your press release and mail it, however, change this template to be double-spaced. 
2. On the top line in all caps, you will find, "FOR IMMEDIATE RELEASE"
3. Below that, after a blank line, is, "CONTACT."
4. Below Contact, on separate lines without any blank lines between, insert the following:

Name of NFB affiliate/division/chapter president followed by comma and "President"
Name of NFB affiliate/division/chapter
Street address of office (where available)
Office phone

E-mail address of president

Name of media representative, if any
Phone number of media representative

E-mail of media representative

Web address of affiliate/division
Once you have entered your contact info, save this as your personalized press release template. When you're ready to write a press release, either copy this file or remember to "save as" so you will always have your original personalized template.
5. After the Contact section is a blank line followed by the title of your Press Release. If you have a subtitle, place it directly below the title. Titles and subtitles are great places to place attention-getting phrases. Use title case; i.e. capitalize all words except words like "a, and, the, an, of, for," and always capitalize the last word. Don't end with a period. 
The title and subtitle should be centered and boldfaced. This is the only part of the form that needs to have any formatting adjustments. Make sure the centering and boldfacing do not extend beyond the text of your title/subtitle. To do this, select the text and double-check by holding shift while you left arrow to unselect character by character. When you have unselected the last letter of the last word in your selection, re-select it with shift + right arrow. Then, use Control + b and Control + e to boldface and center your selection.
6. After another blank line comes the first paragraph. It should always begin with the dateline. This is where you place the city, state and date as follows:

Philadelphia, Pa. (March 24, 2011): 
It is still most common to use the old abbreviations for states rather than the new postal abbreviations.
7. The first paragraph of your press release will follow the dateline on the same line. Start with an attention-grabbing statement. This first paragraph should have all pertinent info for events: date, time, location, sponsored by, and short purpose. Try to limit it to 50 to 75 words max. 

8. Try writing the entire body of the press release like a little article, complete with a quote or two from involved parties; make it something that a busy journalist could either publish as-is or build on. Don't give opinions or use adverbs like "exciting" or "amazing." Instead, use quotes and site facts to help get your point across. Use line breaks to create blanks to separate paragraphs. 
9. Below the last paragraph are three number signs, which indicate to the journalist that the main body of the press release is over. Below that is a description of the organization. Your template already has the description used in all NFB press releases. Make sure you copy your press release above the three number signs.

10. Send your press release to journalists individually; do not use group mailings. Journalists know you're sending it to others, but they don't like receiving bulk e-mails.

11. Send press releases out about two weeks prior to events, and send follow-ups several days before the event. Call to ask if they will be covering your event or issue.
12. Be persistent and patient. Building a media presence is about building a relationship with your local media. Don't be discouraged if they don't respond the first few times. Someone is reading about your group, and sooner or later they will cover your issues. If you have questions or would like to share your successes, contact the NFB Writers' Division.
