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The “Secret” Formula 
to a News Release
1.    Print your news release on your school letterhead.
2.    Give a release date so the newspaper knows when it can publish it.
3.    Include contact info; give a name & phone # of someone who can provide more info to the newspaper or answer any questions.  For this news release, you can put my name and number—Paul Grethel, La. DECA State Advisor, 504-301-7194
4.    Create a 1-7 word title to attract attention.  Center it in all capitals 
a double space after the contact info.
5.    Paragraph #1 should answer the 5 W’s:  Who, What, Where, When and Why.  Write it as if someone else is writing it about you.
6.    As you write more paragraphs, put the most important info in the first paragraphs and the least important info in the last paragraphs.  This is because newspapers have limited space, and if they have to cut info out, they cut from the bottom.

7.    Always use a person’s full name the first time it is mentioned, then use just their last name.

8.    Spell out names of organizations before abbreviating it; however, for DECA, leave it as it since we now only use the acronym.
9.    Optional:  Quote someone (maybe yourself or your advisor) to add some detail and interest.  Be sure to give the name of the person being quoted.
10.    Put either ### or -30- centered a double space after your last paragraph to indicate the end.
11.    If a news release takes more than one page, type –more- centered on the bottom of the first page, then put the news release title and the page # at the top of the 2nd page which should be printed on plain paper.
12.    Always double space your copy.
