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Sample News Release
The boxes below identify the parts of a Toastmasters news release.
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Media Contact: 

Gerard White 
1-222-345-6789 

gerard@superlativespeakersclub.com  

 Headlines and subheads should be short, 
engaging, and tell the reader what to expect in 
the news release.

Identify your 
club by name 
and l ocation.

Include a quote 
from someone in 
the organization 
and provide 
any additional 
information.

 Provide reference 
information about your 
club and district here.

Put your  
name and 
contact  
information 
here.

The opening paragraph tells the basic facts 
about your news: who, what, when, where, 
and why.

You can  
summarize 
information 
here if  
publicizing  
an event.

Be sure to include necessary 
contact information if you want 
people to respond.

Refer to toastmasters.org for 
current membership, club, and 
country numbers.
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