Press Release Rubric: Your press release should be concise and utilize active voice. Your press release format must include the following five essential components (see “Format” element in rubric): Title, Headline, Body, Contact  Information, Ending. 
Guidelines for Submission: The assignment must follow these formatting guidelines: 1 page (approximately 500 words in total),  single-spacing,  12-point  font, and one-inch margins. 

	Rubric
	Beginning
1 pts
	Developing
2 pts
	Accomplished
3 pts
	Exemplary
4 pts



	Contact Information and Headline
	A contact name has been added to the press release
	Contact information has been added and includes a contact name, and an address OR phone number. 
	Contact information has been added and includes a contact name, address, and phone number. The headline has been added 
	Contact information has been added and includes release details, a contact name, address, and phone number. The headline has been added and formatted.

	Introductory Paragraph
	The introductory paragraph includes answers to one (1) or two (2) of the following questions: who, what, when, where, and why.
	The introductory paragraph includes answers to three (3) of the following questions: who, what, when, where, and why.
	The introductory paragraph begins with a dateline and includes answers to four (4) of the following questions: who, what, when, where, and why.
	The introductory paragraph begins with a dateline and includes answers to the following questions: who, what, when, where, and why.

	Middle and Closing Paragraphs
	No middle or closing paragraphs have been written.
	One middle paragraph has been written. The closing paragraph has been started. 
	One middle paragraph has been written and includes project details. The closing paragraph has been written and includes limited contact information. 
	At least one middle paragraph(s) has/have been written and include(s) project details. The closing paragraph has been written and includes contact information. The end of the press release has been signaled with three (3) hashtag 
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