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News Release Guidelines
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Header

 FFA logo, chapter name, school name, address, bold type

 Release Date-For Immediate Release, current date, 10-point type

 Contact Person-name, telephone number

 Headline-12-point type, centered, bold, upper and lowercase

 Sub Head-12-point type, centered, bold, upper and lower case

 Successive Page Headings-12-point type, left justified, small caps with page number underneath

Body Text 





Margins


 Body Text-12-point type



 Left and Right-1 inch

 Line Spacing-1 and 1/2 spaces


 Bottom-1 inch

 Paragraph Spacing-1 and 1/2 spaces


 Top-1.75 inch (first page)

 Indentation-1/2 inch




 Top-1 inch (succeeding pages)

Bottom of Page

 -MORE-    centered, if news release continues on successive pages

 ### 
centered, at the end of the news release

Writing A Good News Release

 The first sentence starts with location in bold in this style---ANYTOWN, Va.
 Start with one sentence that sums up the whole event or subject...the one most important idea.

 Send a news release to reporters after and before each major event. Ask yourself: What would interest key 

   customers?

 End with a boiler plate (tag line) about the FFA or your chapter.


"FFA is a national organization..." as seen in the last paragraph in the sample news release.

Source: Marcia Paterson, director of agriculture and environmental education, Hershey, Pennsylvania

For Immediate Release
Contact: 
FFA Advisor Name

January 1, 200x

123-456-7890, Ext 123

FFA Officers Elected at ABC High School


ANYTOWN, Va.–Seven ABC High School students were elected by their peers to serve as officers of the ABC FFA Chapter. The newly-elected officers will serve as the leadership core to guide the XX-member chapter through the coming year.


Those elected to office are President (Name), Vice President (Name),

Secretary (Name), Treasurer (Name), Reporter (Name), Sentinel (Name), and

(Name) as executive committee member.


"Being an officer in the FFA enables students to build self-esteem, leadership and goal-setting skills through a variety of activities. The officer team will oversee monthly meetings, competitions, leadership seminars, community service projects, the annual banquet and 12 planning committees," says FFA Advisor (Name).


FFA is a national organization of more than 450,000 members preparing for leadership and careers in the science, business and technology of agriculture. The FFA's mission is to make a positive difference in the lives of students by developing their potential for premier leadership, personal growth and career success through agricultural education.

###
Marketing Resource





Teachers:  Use these guidelines to help you format news releases that reporters will use.  


     A sample News Release is on the second page.
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