New Release Template

[Fair Logo Here]

Headline
(A concise phrase that captures the most important details of the story. Centered and bold.)

Sub-headline
(Optional. Included if more detail is needed to preview the story; maintain brevity in the main headline. Centered in bold italics. Typically, a point size or two smaller than the main headline.)

Media Contact: (Person assigned to take and respond to media inquiries. This section is often right or left-justified on the page.)
First & Last Name:
Title:
Phone Number:
Email Address:

(Dateline indicates where and when the news comes from just before the lead paragraph begins. It is formatted in bold like so: City, State (Month, Day, Year)— or Salem, Mass. (June 3, 2024)—)

Dateline — Lead paragraph begins right after the dash in the dateline. The lead should offer the most important details of the story by beginning to answer the critical who, what, where, when, why and how questions. Only the most important of those questions need to be answered in the lead to keep it concise. The lead is where you convince the reader that the story is newsworthy and it’s for them to continue reading. Less important details will fall into the body of the news release. Your lead should be no more than 2-4 sentences.

Body paragraphs come next. Here, you will want to deliver additional details, and include statistics, facts, quotations from experts involved in the story that help solidify the reader’s understanding of the situation and support your points.

There are typically two or three body paragraphs in a news release. Compose them with your key stakeholders in mind, as the ultimate goal is to have them receive the information.

(Boilerplate is the very last paragraph. It begins with About fill in Fair/Organization Name:)

About The ABC County Fair:
The boilerplate paragraph acts as a brief “about us” statement to provide background information about the organization issuing the release. It should be a description of what the fair is, what it does and who it serves. The last sentence should include a web link to more information—likely your website’s homepage and begin with “For more information, visit…..”

-###-
(This bold and centered symbol indicates to the reader that they’ve reached the end of the news
release. It’s especially helpful in the event your release rolls into multiple pages.)

(add example based on real-life scenario)







































EXAMPLE – For Training Purposes Only

STEER TESTS POSITIVE FOR COMMUNICABLE ILLNESS AT ACME FAIR
Risk to humans is low, steers quarantined at this time

May 7, 2024

Fair Media Contact: Jane Smith
Communications Manager
515-555-5111
jane@acmefair.org

Department of Agriculture Contact: Jackie Owens
Communications Manager
515-555-5121
jackie@acmeag.org

Department of Health Contact: Marshall Mariner
Communications Manager
515-555-6234
marshall@acmehealth.org

ACME, California — Acme Fair officials have announced that today, the fair’s on-site veterinarian diagnosed a steer in the beef barn with Vesicular Stomatitis Virus (VSV), a contagious disease that causes blister-like sores in animals. 

“Our fair is deeply rooted in agriculture, and caring for the health and safety of both animals and humans are among our core values,” Fair Manager Barney Reed said. “Animal care is a shared responsibility at our fair. Late last night, an exhibitor reported blister-like sores on their steer to our barn superintendent, who in turn reported this information to our on-site veterinarian. Upon reviewing the symptoms, and with additional lab testing, they confirmed this steer has Vesicular Stomatitis Virus (VSV).” 

There is a low risk to humans, however, those who visited the beef barn should self-monitor for flu-like symptoms.

“The good news is that humans aren’t very likely to become ill, and if so, it is with flu-like symptoms that are treated with over-the-counter pain medication and fever reducers, rest, and fluids, and, humans can’t further spread this illness,” explained Acme Department of Health Director Amy Izze. “However, we are encouraging those who do show symptoms to report it to our health department by calling 1-888-555-1234.” 

The Acme Department of Agriculture has isolated the infected animal, who is receiving treatment, and have ordered that all animals in the barn remain quarantined in the beef barn until further notice, which is expected to be 14 days after the last appearance of blister-like sores on any animals in the barn. At this time, only one steer is infected. 

“Exhibitors may enter the barn if they choose, but we strongly recommend they wear personal protective equipment, especially gloves, but also gowns, masks, or respirators,” explained Acme Department of Agriculture Director Bob Evans. “In addition, when returning to their home, exhibitors should wash boots and disinfect all equipment in effort to mitigate any potential spread of disease.”

The Acme Fair will feed and care for animals housed in the barn during the quarantine period.

For more information, contact acmeinfo@acmefair.org or 555-123-4567. 

About The Acme Fair:
The Acme Fair is ranked as one of the top events in the country, the Acme Fair is the largest event in the state of and one of the largest agricultural expositions in the country. Annually attracting a lot of people, the Acme Fair is a salute to the best in agriculture and achievement. For more information, visit www.acmefair.org.

-###-

