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 (DUMMY COPY PLEASE USE AS A TEMPLATE FOR YOUR OWN PRESS RELEASE)


DAY, MONTH, YEAR


Type over this with…TITLE OF YOUR EVENT


Use the first few paragraphs to report only the most important information. �Introduce your theme, stick to the point and keep it punchy. 


Your introduction should cover: Who, What, When, Where, How and Why?


For example…


(WHEN) On Friday 18 March (WHO) workers from Funny Moves Ltd will be celebrating Red Nose Day 2011 by strutting their stuff to raise buckets of cash for Comic Relief!





(WHAT) Senior members of staff, including the CEO, will battle it out on the dance floor and the person with the best moves will be crowned the dancing King or Queen. 





(WHERE) This sponsored dance extravaganza will take place at the Funny Moves Ltd offices in Danceville.��(HOW) Come lunchtime on Friday 18 March, the office will be transformed into something resembling Saturday Night Fever with members of staff donning their shiny shoes all in the name of charity!  They’ll invite friends, family and colleagues to show their support by sponsoring them, all to raise big bucks for a great cause.


(WHY) All the money they raise will go to help transform lives across the UK and Africa.





Following this, the press release should contain an interesting fact about �the event or a quote.  For example…





Don Travolta, CEO of Funny Moves Ltd, says, “I’m a truly awful dancer so I am definitely doing Something Funny for Money by giving it a go for Red Nose Day 2011!"








Finally, you should include all your contact information including �mobile number and availability etc. For example…


For more information please contact Don Travolta’s PA Olivia Newton on 01234 567 8910 or �HYPERLINK "mailto:O.Newton@FunnyMovesLtd.com"�O.Newton@FunnyMovesLtd.com�


- ENDS -









































The end section should include any additional information that the media might want to know. For example...


Notes to Editors:


Funny Moves Ltd employs 100 people with 25 of these participating in the dance extravaganza.  


Please include the following information about Comic Relief/Red Nose Day 2011 so everyone is aware of what your event is supporting and why:


Information on Red Nose Day 2011:


This event is in support of Comic Relief, registered charity 326568 (England/Wales); SC039730 (Scotland).





Red Nose Day is on Friday 18 March which means it’s time to Do Something Funny for Money!





For loads of ideas on how to get involved in Red Nose Day, visit the website: �HYPERLINK "http://www.rednoseday.com"�www.rednoseday.com� 





By fundraising or donating this Red Nose Day, you’re helping to change lives forever. That’s because Comic Relief spends all the money raised by the public to give extremely vulnerable, poor and disadvantaged people in the UK and Africa a helping hand to turn their lives around.





To make a donation directly, call 03457 910 910* or go online at �HYPERLINK "http://www.rednoseday.com/donate"�www.rednoseday.com/donate�





*Calls to our 0345 number will cost the same as calls to 01 and 02 prefixed numbers and will be included as part of any inclusive minutes or discount package











