When you need a news release:
Notes and examples 
1. Format is important —Times New Roman font, size 12 for headlines, size 11 for copy is standard for news releases.
2. Contact information is crucial. Media will call that spokesperson. Share this info with others whom media might “ambush” — they can give reporters the contact name and number, and make no comments. 

3. Headlines answer the question “What happened?” in the fewest words possible. Subheads add the second-most important facts. Deciding on headlines first will help you put the main part of the story at the beginning, where it belongs.
4. The first paragraph says what happened — who did it — and when, where, and who-or-what they did it to. It describes the information in the headline and subhead. A fatality will lead the story; barring that, you start with the fire.
5. The following paragraphs provide details about people – civilians first, then firefighters — and victims, if there were any. 

6. To include a safety message, the next paragraphs address sprinkler systems (no sprinklers = more fire damage) and smoke alarms (no working smoke alarms = more deaths and injuries).

7. Final paragraphs describe the post-fire situation — and if the fire is under investigation, who’s investigating. (The State Fire Marshal Division is either “conducting the investigation” or “assisting (some other party) in the investigation.”) 
8. At the bottom of the news release, place three hash marks (###) to say “the end.” Anything below that isn’t part of the release.

###

In some situations, it’s helpful from a political or social perspective to place a “boilerplate statement” at the end of every news release. Here’s an example:

The East Dunover Fire Department, established in 1942, has 10 paid-on-call and 22 volunteer firefighters from across Bartley County. Six are legacy firefighters; four are women.  Lead by Chief Gerald Rosendale, the department serves a 179 square-mile area and responds to an average of 128 calls per year. East Dunover shares mutual aid agreements with fire departments in the cities of Abigail, Blackwood and Charleston. Find data on fire runs, financial loss and deaths by-county at fire.state.mn.us; choose “MFIRS” and “Reporting and Statistics.” 
FIRE DEPARTMENT LETTERHEAD

FOR IMMEDIATE RELEASE
CONTACT:  

Month Day, Year
Name, Phone

Example Headline: FIRE DAMAGES TENTH AVENUE TOWNHOME
Example Subhead: Neighboring Residents Evacuated; Single Unit Left Unlivable

Example Headline: ONE FATALITY IN FOURTH STREET RESIDENTIAL FIRE

Example Subhead: Six Residents Escape Unharmed; Investigators Seeking Cause and Origin

Example Headline: FIRE DESTROYS BARN, OUTBUILDINGS NEAR TOWN OF BERNARD

Example Subhead: Three Fire Departments Respond to Midnight Alarm

Example Headline: FOUR AREA FIRE DEPARTMENTS RESPOND TO FIRE AT TOY PLANT
Example Subhead: Northeast Portion of Building Destroyed; One Firefighter Slightly Injured

CITY NAME — The (name)  Fire Department responded (this morning, today, last night) at (time) to a fire at (address) where a/the (single-family residential, 16-unit apartment, 4-unit condominium, business, factory, warehouse) building was found to be (describe the state of the fire: engulfed in flames, partially destroyed, leaking smoke from windows.) OPTIONAL -- Firefighters from (name the towns or departments) also responded.

OR

CITY NAME — One person died in a (house, trailer, factory, warehouse) fire (this morning, today, last night) at (address). Other occupants of the building escaped OR There were no other occupants in the building at the time. The cause of the fire is unknown; identification of the deceased is pending notification of family. The (NAME) fire department responded at….etc. 

The (six residents, 42 factory workers, whoever was in the building) were evacuated without incident or injury prior to (after) the fire department's arrival. OR The building was not occupied at the time of the fire. OR Seventeen workers (or 5 family members, 13 residents, 4 security guards) were in the building at the time of the fire. Example: All but two persons escaped without injury; one man was taken to (name of) hospital with minor burns and another was treated for smoke inhalation at the scene.
OR
One resident was reported missing after the fire was extinguished. His (her) location has not been established as of (time, day.) or Investigators continue to search for the person.

OR
The body of one resident (worker, guard, whoever) was discovered after the fire was extinguished. Identification of the victim is pending notification of family members. The (city, county) coroner will determine the cause of death.
Optional: The property (had, did not have) working smoke alarms at the time of the fire.
OR It cannot be (or has not been) determined whether the property had working smoke alarms at the time of the fire.

OR The property (did, did not) have a fire sprinkler system.
The fire was extinguished as of (time). Damage is estimated at ($$$). The Dagwood County Sheriff's Office is investigating cause and origin of the fire Optional: which is believed to be accidental/suspicious. Optional: which appears to have started in the kitchen. Optional: The State Fire Marshal Division is assisting in the investigation.

###

