PRESS RELEASE TEMPLATE

Recommended margins: 
Top: Press releases should be on chapter letterhead, and text should begin 2 ¼ from the top of paper
Left, Right and Bottom: 1 inch









Name of TCA Chapter or Logo


        Press Release
Street Address

(Right Justified)
City, State, Zip Code
Web site (if applicable)
(Justify to the left)

FOR IMMEDIATE RELEASE


               CONTACT: Name of Individual
Date (Month, Day, Year)




                             Phone Number








                             E-mail Address
TITLE OF PRESS RELEASE IN BOLD AND CAPS (Center & Capitalize)
Subtitle Goes Here in Title Case (Center, bold, title case & underline)
City, State abbreviation (not postal code – see http://www.infoplease.com/ipa/A0110468.html) – First paragraph or lead, should be an introduction. It should tell who, what, when, where and why.  The paragraph should be precise and concise, and not longer than two sentences.
The following paragraphs should expand on the introductory paragraph by offering further details. Paragraphs are usually two to three sentences, no greater than four of five sentences in length. The text in all paragraphs should be justified.
A good quote also makes for an effective paragraph and should be included when possible. When adding a quote, the most commonly used format is including two quotes from the same person in one paragraph.  Do not forget to include the title of the person being quoted. Please see the example below.
“Quotes in a press release, usually make the press release more newsworthy if the person being quoted holds a notable position,” said Jane Doe, vice president of media relations for XYZ Company. “A press release does not have to have a quote, but a quote can increase the chances of the press release being printed by the media that has interest in the release’s topic.”
If you have two pages, the first page should have the word more in lowercase and centered with two hyphens on each side and single spaced, like below. If you don’t have two pages, proceed to the boilerplate to end the release. 
-more-
*The paragraph below is a boilerplate and it goes at the very end of every press release. 
The American Culinary Federation, Inc., established in 1929, is the premier professional organization for culinarians in America. With more than 19,000 members spanning 240 chapters nationwide, ACF is the culinary leader in offering educational resources, training, apprenticeship and accreditation. In addition, ACF operates the only comprehensive certification program for chefs in the U.S. ACF is home to ACF Culinary Team USA, the official representative for the United States in major international culinary competitions, and also holds the presidium for the World Association of Chefs Societies, the largest international network of chef associations with more than 8 million members globally. 

Always end press releases with three number signs centered and single spaced below the last line of text, like below.
# # #
PRESS RELEASE ESSENTIALS

Seven basic elements of a press release: 
FOR IMMEDIATE RELEASE: These words should appear in the upper left-hand margin, just under your letterhead. You should capitalize every letter. The date should appear directly below and not in capital letters.
Contact Information: Skip a line or two after release statement and list the name, title, telephone and fax numbers of the spokesperson (the person with the most information) right justified. It is important to give a home number since reporters often work on deadlines and may not be available until after hours.
Headline: Skip two lines after Contact information and use a boldface type.
Dateline: This should be the city the press release is issued from and the date the release is being distributed.
Lead Paragraph: The first paragraph needs to grasp the reader's attention and should contain relevant information to the message such as the five W's (who, what, when, where, why).
Text: The main body of your press release where the message should be fully developed.

Boilerplate: The last paragraph is a summarization about the organization/company issuing the release. 

10 Essential Tips to Creating a Newsworthy Press Release
1. Make sure the information is newsworthy. 


2. Tell the audience that the information is intended for them and why they should continue to read it. 


3. Start with a brief description of the news, and then distinguish who announced it, and not the other way around.
 

4. Ask yourself, "How are people going to relate to this and will they be able to connect?" 

5. Make sure the first 10 words of your release are effective, as they are the most important.
 

6. Avoid excessive use of adjectives and fancy language. 

7. Deal with the facts. 

8. Provide as much Contact information as possible: Individual to Contact, address, phone, fax, email, Web site address. 

9. Make sure you wait until you have something with enough substance to issue a release. 

10. Make it as easy as possible for media representatives to do their jobs. 
PLEASE USE THE PRESS RELEASES ONLINE AT WWW.ACFCHEFS.ORG AS A GUIDE. 
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American Culinary Federation
Texas Chefs Association





MEMORANDUM
TO:  

ACF Region Vice Presidents and Chapter President’s

FROM: 
Patricia A. Carroll, Director of Communications

RE:  

Region and Chapter Press Releases

In an effort to create more local coverage for chapter events, many chapters are now renewing their public relations efforts. The ACF Communications Dept. has developed the attached press release template and tips to assist chapters in their quest to publicize their happenings.  
The release is formatted in standard Associated Press style.  Included on a separate page are the seven basic elements of writing a release and 10 essential tips to creating a newsworthy release.
Please keep in mind that the ACF National Office issues press releases for the following:
· Accreditations 
· ACF Culinary Team USA

· ACF National Awards

· ACF National Convention

· ACF Regional Conferences

· ACF Seal of Approval 

· American Academy of Chefs

· Certifications 
· Chef & Child Foundation

Chapter presidents can find this information and the template at www.acfchefs.org on Support Materials tab on the far right side on the President’s Portal. If you have any questions, please do not hesitate to call me at (800) 624-9458 extension 147 or email me at pcarroll@acfchefs.net.

Thank you.
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