2.5.2
Press release format and layout guidelines 

PRESS RELEASE
Title

MACROBUTTON NoMacro ( [Insert title]
Date 

MACROBUTTON NoMacro [day]/MACROBUTTON NoMacro [month]/MACROBUTTON NoMacro [year]
Reference number

MACROBUTTON NoMacro ( [Insert reference number]
Name and address

MACROBUTTON NoMacro ( [Insert name and address of your business]
Name and telephone numbers 

MACROBUTTON NoMacro ( [Insert details of contact person and telephone numbers]
Introduction

MACROBUTTON NoMacro ( [type here]
Body of the release 

MACROBUTTON NoMacro ( [type here]
(Press release format and layout guidelines adapted from Handbook of public relations, Sixth Edition by Skinner, von Essen and Merhsam.)










