Headline Announces News in Title Case, Ideally Under 80 Characters
The summary paragraph is a little longer synopsis of the news, elaborating on the news in the headline in one to four sentences.

FOR IMMEDIATE RELEASE:

September 30, 2009

Contact: Cris Kooyer, Grand Rapids Community Foundation

ckooyer@grfoundation.org
616.454.1751

Grand Rapids, Michigan.  September 30, 2000 – The lead sentence contains the most important information in 25 words or less.  Grab your reader’s attention here by simply stating the news you have to announce.  Do not assume that your reader has read your headline or summary paragraph; the lead should stand on its own.

A news release, like a news story, keeps sentences and paragraphs short, about three or four lines per paragraph.  The first couple of paragraphs should answer the who, what, when, where, why and how questions.  The news media may take information from a news release to craft a news or feature article or may use information in the release word-for-word, but a news release is not, itself, an article or a reprint.

It is good to have a quote.  “The final paragraph of a traditional news release contains the least newsworthy material,” said Mario Bonilla, a member services director for PR Web.  “But for an online release, it’s typical to restate and summarize the key pointes with a paragraph like the next one.”

Wrap up the release here, noting contact information above regarding interview opportunities.

About the Youth Grant Committee:

The Youth Grant Committee provides funding for programs that address youth needs while teaching youth about leadership, philanthropy and responsibility.  It is a permanently standing committee of the Grand Rapids Community Foundation and over the past 15 years has awarded over 850,000 to programs that benefit youth.
