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	Drupal Content Entry Template: Release



Release Template
The Release content type is used for time-based news items distributed to the public and media outlets: Advisory, Job Announcement, Newsletter, Press Release or Testimony.
Instructions

1. Create a “Release” folder for your templates.

2. Save this template as “Release_nameofpage_youragencyname.doc”. For example, “Release_trashpickup_dpw.doc”.
3. Enter the content in the fields below. 

4. You may copy and paste from your current website and/or rewrite new content and add below if necessary. To avoid formatting problems when pasting, select “paste special” and then “unformatted text.” 
Fields with asterisk (*) are required.  Please review all fields; just because a field is not required does not mean it should not be filled out.
Headline*
Use Title Case. Include a noun (subject) and an action verb. E.g. Protect Yourself From Consumer Fraud. NO SPECIAL CHARACTERS; i.e. parentheses, slashes, ampersands, quotation marks.
	Mayor Gray, Deputy Mayor Hoskins and DHCD Director Kelly Announce Historic $187 Million Investment in Affordable Housing


Subheadline*
Use Title Case.  Include a noun (subject) and an action verb. E.g. Protect Yourself From Consumer Fraud.
	


Release Type*

Select the applicable Release Type by placing an “X” in front of it.
	
	Advisory
	
	Job Announcement
	
	 Newsletter

	X
	Press Release
	
	Testimony
	
	


Date Released*
Auto fills with date created but can be overwritten.
	Wednesday, November 20, 2013


Release Description*

Enter a full description of the Release. A summary (teaser) is automatically generated from the first few sentences. You may override the summary by selecting "(Edit summary)."
(WASHINGTON, D.C.) – Mayor Vincent C. Gray, Deputy Mayor of Planning and Economic Development (DMPED) Victor L. Hoskins and Department of Housing and Community Development (DHCD) Director Michael P. Kelly today announced the unprecedented investment of more than $187 million to produce and preserve affordable housing throughout the District of Columbia. 

Lead Image
Enter the file name of the full-size lead image. The image will be automatically resized to fit the display requirements of various pages:  Large (418 x 268 px); Medium (206 x 155 px); and Thumbnail (75 x 56 px).Max size 4 MB.
	


Attachment(s)
Enter the file names of type: pdf, doc, docx, odt, ppt, pptx, pps, ppsx, xls, xlsx for each attachment on a separate line (10 max).   
	Media - Press Release - 2013_11_20 - Affordable_Housing_Update_Release_FINAL_REVISED.pdf


Topic(s)* 
Select one or more Topics from the Topics list by placing an “X” in front of each topic.

	
	Arts & Culture
	
	Children & Youth Services
	
	Community Relations

	
	Consumer Protection
	X
	Contracts & Procurement
	
	Data & Demographics

	X
	Doing Business in DC
	
	Education & Schools
	
	Emergency Preparedness

	X
	Environment
	X
	Grants & Funding
	
	Health & Human Services

	X
	Housing & Property
	
	Jobs & Employment
	
	Laws, Regulations & Courts

	
	Official Documents & Records
	
	Parks & Recreation
	
	Permits, Licenses & Certifications

	
	Public Safety
	
	Public Works, Sanitation & Utilities
	
	Streets, Public Spaces & Traffic

	
	Taxes & Payments
	
	Tickets & Fines
	
	Training & Professional Certification

	
	Transportation & Motor Vehicles (DMV)
	
	
	
	


Audience(s)*

Select one or more Audiences from the Audience list by placing an “X” in front of each Audience. 

	
	District Employees
	
	Educators
	X
	Homeowners

	
	Non-Profits
	
	Parents
	
	Providers

	X
	Renters
	X
	Small Business
	
	Students

	X
	Vendors
	X
	Volunteers
	X
	Federal Government 


FOIA Category*

Select the applicable FOIA Category by placing an “X” in front of the category.
	X
	Not FOIA (Default)

	
	I.  Administrative staff manuals and instructions to staff that affect a member of the public

	
	II.  Final opinions, including concurring and dissenting opinions, as well as orders, made in the adjudication of cases

	
	III.  Those statements of policy and interpretations of policy, acts, and rules which have been adopted by a public body

	
	IV. The minutes of all proceedings of all public bodies


Related Content
Enter the title of each piece of content you would like to relate. Enter one piece of related content per line.
	· Community-Based Non-Profit Organizations (Link: http://dhcd.dc.gov/service/community-based-non-profit-organizations )
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