
 
 
 
 
 
 

D ear S tew art S igns C ustom er: 
 

T hank you  fo r buying  a  S tew art s ign !  T h is  O w ner’s  M anua l is  p rovided  to  
gu ide  you  th rough the  p rocess  o f rece iv ing , insta lling  and  opera ting  your 
new  s ign .  P lease  fee l free  to  p rin t it ou t in  o rde r to  have  it ava ilab le  fo r 
easy re fe rence. 

 
R ead the  m anua l care fu lly as the re  a re  im portan t s teps to  be  taken to  
assure  m axim um  sa tis faction  w ith  the  de live ry, insta lla tion  and opera tion  o f 
your new  s ign  and a lso  to  assure  tha t the  w arran ty  w ill no t be  inva lida ted . 

 
C are  has been taken to  p rov ide  a  qua lity p roduct tha t w ill se rve  you  w e ll 
fo r m any yea rs.  If you  are  p leased w ith  your new  s ign , p lease  te ll 
som eone w ho a lso  m ay have an  in te res t in  new  s ignage.  Y ou can  earn  
$250  fo r each re fe rra l you  g ive  w h ich  resu lts  in  a  sa le  to  an  o rgan iza tion  
tha t w e  are  no t a lready do ing  bus iness w ith  by filling  ou t the  re fe rra l fo rm  
on  our w ebsite : w w w .stew arts igns.com /re fe rra l.   

 
If you  have  access  to  the  In te rne t, you  w ill find  answ ers  to  the  m ost 
com m on ly asked questions a t w w w .stew arts igns.com /sup port/ 24 hours  
a  day 7  days a  w eek. 

 
W e lcom e to  the  fam ily o f the  thousands o f sa tis fied  S tew art s ign  ow ners.  
R em em ber to  keep th is  O w ner’s  M anua l in  an  eas ily access ib le  p lace  fo r 
a ll w ho w ill be  responsib le  fo r you r s ign .  If fo r any reason you are  no t 
en tire ly sa tis fied  w ith  your new  s ign , p lease  con tac t our C us tom er S upport 
D epartm ent a t 1 -855 -841-4624. 

 
 
 

S incere ly , 
T he  S tew art S igns S ta ff 
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S H IP P IN G  A N D  FR E IG H T C LA IM S 
 

S hipp ing  Y our S ign  
 

Your new  S tew art s ign  w ill be  sh ipped  by com m on carrie r.  G reat ca re  is  taken  to  ensure  
tha t each  s ign  is  p roperly cra ted  to  p ro tect aga inst sh ipp ing hazards.  A ll S tew art s ign  
p roducts a re  sh ipped  w ith  an  au thorized  transporta tion  com pany in  good  undam aged 
cond ition .  The  p roducts  a re  packaged  in  approved  con ta ine rs o r cra tes.  Your s igna tu re  is  
ve rifica tion  tha t you  rece ived  the  goods w e  sh ipped  in  the  sam e good  cond ition . 
 

Transfer o f O w nersh ip  
 

• B y law , ow nership  o f the  s ign  transfers  from  us  to  you  w hen  the s ign  is  p icked  
up  b y the  truck ing  com pan y a t the  p lace  o f sh ipp ing . 

o If it is  dam aged  in  trans it, it is  the  responsib ility o f the  truck ing com pany to  
have  it repa ired  o r rep laced  a t the  truck ing com pany’s  expense . 

 

• The dam age m ust be  noted  on  the  b ill o f lad ing . 
o Fa ilu re  to  do  so  w ill resu lt in  re fusa l o f your c la im  and  non-paym ent fo r 

dam age o r loss. 
 

• You m ust uncrate  yo ur s ign  im m edia te ly upon  de livery. 
o If you  do not uncra te  your s ign  and  a t a  la te r da te  you  d iscover concea led 

dam age, it w ill resu lt in  the  re fusa l o f your c la im  and  non-paym ent for dam age 
o r loss.  

 

 
In ternational S h ipm ents  

 
In  add ition  to  the above  requ irem ents and in fo rm ation , your s ign  w ill a rrive  w ith  any 
anc illa ry item s (i.e . anchor bo lts, w ashers, e tc.) tha t w ere  o rdered , in  o r a ttached  to  the  
cra te .  Th is  reduces your sh ipp ing cost and  the  chance  o f lost m erchand ise.  
 
T he  pack ing s lip  w ill lis t a ll o f the item s inc luded  in  the sh ipm ent and you  w ill need  to  ve rify 
the  inc lus ion  and cond ition  o f each  item  befo re  accep ting de live ry o f your sh ipm ent. 
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S ign  D elivery D eta ils  and  W hat to  D o  in  the E vent o f 
S h ipp ing  D am age 

 

Your new  s ign  w ill be  sh ipped  by com m on carrie r.  Your s igna tu re  on the  de live ry s lip  is  
ve rifica tion  tha t you  rece ived  the  goods in  good  cond ition . 

IF  S H IP M E N T IS  D AM AG E D , IM M E D IATE L Y C O N T AC T S TE W A R T S IG N S  AT  
1 -855-841-4624 

 

R eporting  F reigh t D am age 
D o no t s ign  the D e live ry R ece ip t un til you  inspect the  sh ipm ent fo r dam age.  T he  d rive r 
m ust w a it un til you  s ign  the  D e live ry R ece ip t. C arefu lly inspect fo r obvious and /o r 
concea led  dam age.  If S tew art S igns canno t be  reached , re fuse  the  dam aged  
m erchand ise .  Failu re  to  note  dam age on  the  D e livery R ece ip t w ill resu lt in  the  
fre igh t carrie r’s  den ial o f yo ur c la im . 
 

1 . O B V IO U S  D A M A G E :  A ll con ta ine rs shou ld  be  ca refu lly inspected for v is ib le  and 
obvious dam age.  If any dam age o r shortage  is  d iscovered , the  d rive r m ust ind ica te  
such  on  a ll cop ies o f the  de live ry rece ip t and s ign  the  s ta tem ent.  In  the  event o f 
dam age, you  shou ld  re fuse  the  dam aged  m erchand ise  and  contact S tew art 
S igns .  U nder no  c ircum stances shou ld  you  accep t the  de live ry w hen  dam age is  
observed .  A ccep ting de live ry w ill on ly com p lica te  p rocess ing and  de lay se ttlem ent. 
 

2 . C O N C E A LE D  D A M A G E :  Ind ica tions o f poss ib le  concea led  dam age ins ide 
con ta ine rs m ay be : b reaks, den ts , tea rs, creases and  ho les in  the p ro tective  w rap  
su rround ing the  s ign  cra te  o r loose s trapp ing.  C a ll S tew art S igns C ustom er S upport 
a t 1 -855-841-4624 .  For com plete  coverage  o f an y concea led  dam age, it m ust be  
d iscovered  and  reported  on  the  da y o f de livery.  If it is  d iscovered  and  reported  
w ith in  10  days  o f de livery, the  coverage  is  reduced  to  30% -50%  of the  c la im  
and  if it is  d iscovered  m ore  than  10  days  la ter, it w ill resu lt in  to ta l re fusa l o f 
the  c la im . 

 

3 . M IN O R  D A M A G E S :  In  case o f scra tches on the  cab ine t, touch-up  pa in t is  inc luded  
in  the cra te .  D o  no t a ttem pt to  pa in t the  po lyca rbona te  faces.   

 

4 . U N LO A D IN G  Y O U R  S IG N :  M any fre igh t com pan ies w ill load  a  truck and send  the  
d rive r a lone  to  m ake  de live ries.  It is  your responsib ility to  o ff-load your sh ipm ent.  
U pon  no tifica tion  o f de live ry, p lease  a rrange  to  have  the  appropria te  am ount o f he lp  
ava ilab le  to  ass is t in  the  un load ing p rocess.  S tew art S ig n s a lw ays  reco m m en d s 
lifting  eq u ip m en t.  A lw ays th in k  safe ty firs t. 

 

T he fo llow ing item s a re  N O T  pa rt o f the norm a l sh ipp ing charges.  If requ ired , add itiona l 
costs  w ill be  incu rred .  

• L ift ga tes 

• C hanging a  de live ry address a fte r the  truck has le ft the  facto ry 

• Leaving the  s ign  a t the fre igh t te rm ina l w a iting  fo r de live ry  
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P R E -IN S TA LLA TIO N  
P reparing  the S ite  
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Of f loading a Sign f rom the D el ivery  T ruck  
 
T he  fo llow ing is  one  option  you  can  use  w hen  offload ing your s ign  from  the  de live ry truck.  
If you  fee l m ore  com fortab le  w ith  ano ther m ethod , p lease  u tilize  the  op tion  tha t best fits  
your un ique  s ituation .* 
 
B e  su re you  know  how  m uch  your s ign  w e ighs befo re  o rgan izing he lp  fo r the  de live ry.  You r 
s ign  consu ltan t can  g ive  you  the  approxim ate w e igh t o f the  cra ted  s ign  w eeks befo re  it 
sh ips.  A s a  genera l ru le  you  shou ld  have  one ab le  pe rson  fo r every one  hundred pounds.  
You  w ill typ ica lly need  a  m in im um  of fou r peop le  to  o ffload the s ign . 
 
 

S TE P  1  

 

S TE P  2  

 
 

S TE P  3 

 
 
 
W hen offload ing the s ign , it is  genera lly eas iest w hen  the  s ign  is  b rough t to  the edge  o f the 
truck, tilted , and  s lid  dow n as illus tra ted  above.  T h is  typ ica lly resu lts  in  never having to  lift 
the  en tire  w e igh t. 
 
If your s ign  w e ighs 600 pounds o r m ore  o r you  a re  no t 100%  confiden t tha t you  have  
enough  m anpow er, w e recom m end lifting  equ ipm ent.  A LW AYS  T H IN K  SA FET Y F IR ST . 
 
In  add ition , if the  de live ry truck canno t pa rk near the  insta lla tion  s ite , rem oving the  cra te  
reduces the w e igh t by 100-150  pounds. 
 
*P lease no te  tha t th is  docum ent is  m ean t as a  gu ide line  and  the  de live ry  p rocess is  the  fu ll 
responsib ility  o f the  custom er.  J .M . S tew art C orpora tion and  its  em p loyees a re  to  be  he ld  

ha rm less from  the  ind iv idua l dec is ions and actions invo lved  in  the  process. 
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U ncrating  Y our S ign  
 
 

 
 

  

8 Stewart Signs               www.stewartsigns.com               1-855-841-4624 

 



STEWART CHANGEABLE LETTER SIGN OWNER’S MANUAL 

 

S ign  Assem bly  
*S igns w ith  an  overa ll he ight under 8 ’6 ” a rrive  as a  s ing le  com ponen t in  w h ich  case s teps 
1 -5  can be sk ipped . 
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M A IN TEN A N C E  
 

C lean ing  and  M ain tenance fo r 
the S ign  Face and  V andal C o ver 

M A K R O LO N  ®  S L 
T he p roprie ta ry U V -res is tan t su rface  on  M AKR O LO N

®
 S L  sheet s ign ifican tly im proves 

long-te rm  w ea therab ility.  C lean  period ica lly w ith  p roper p rocedures and  com patib le  
c leaners to  p ro long se rvice  life . 
 
Fo r genera l c lean ing, it is  recom m ended  tha t the  fo llow ing instructions and c lean ing agen ts 
be  used . 
 

C LE AN IN G  P R O C E D U R E S  
 
1 . R inse  shee t w ith  lukew arm  w ate r. 
2 . W ash shee t w ith  m ild  soap  and lukew arm  w ate r. 
3 . U se  a  soft c lo th  o r sponge  and gen tly w ash  to  loosen  rem a in ing d irt and grim e . 

D O  N O T  S C R U B  or use  paper tow e ls , b rushes, o r squeegees; the  su rface  trea tm ent on  

M A K R O LO N
®

 S L  sheet is  no t m ar-res is tan t. 
4 . R epeat rinse  and d ry w ith  a  soft c lo th  to  p reven t w a te r spo tting. 
 

C O M P ATIB LE  C LE AN IN G  AG E N TS  
 
FO R M U LA  409 ®  
JO Y ®  
P A LM O LIV E  L IQ U ID ®  
T O P  JO B ®  
 
B LE A C H  (m ix 1 -cup  b leach  to  1  ga llon  w a te r to  c lean  track ing us ing a  soft pa in t b rush .  To  
ge t undernea th  track ing, rinse  w ith  a  ga rden  hose  o r a  bucket o f c lean  w a te r) 
 

*D O  N O T  U SE  B U T YL C E LLO S O LVE , LYS O L
®

 O R  P IN E -S O L
®

 O N  T H E  T R EAT E D  
S U R FA C E . 
 

G R AF FIT I R EM O VA L  
 
D R IE D  E G G , S P R A Y  P A IN T , P E R M A N E N T  M A R K E R  
 

1. V M & P  g rade N aphtha (ava ilab le  a t be tte r hardw are  sto res- th is  brand m ust be used) 
2 . Isopropyl A lcoho l 
3 . F reon T .F . 
4 . Lacryl T h inner (th is  product can be ordered th rough S tew art S igns) 
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C lean ing  and  M ain tenance fo r the C ab inet and  F ram e 
 

P ow der coa t pa in t o ffers  superio r co lo r and g loss re ten tion a long w ith  gra ffiti, ch ip , and  
im pact res is tance . 
 
 

C LE AN IN G  P R O C E D U R E S  
 

1 . R inse  w ith  w a te r. 
2 . W ash w ith  m ild  soap  &  w a te r 
3 . U se  a  soft c lo th  o r sponge  (D O  N O T  S C R U B ) 
4 . R epeat rinse  &  d ry w ith  a  soft c lo th  to  p revent w a te r spo tting 

 
 

LIM E D E P O SIT  R EM O V AL  
 

1 . A  so lu tion  o f 10  parts  w a te r to  1  pa rt v inegar o r 
2 . A  so lu tion  o f 1  pa rt w a te r to  1  pa rt bak ing soda  o r 
3 . A  bas ic  rubb ing com pound 

 
 

W AX IN G  Y O U R  S IG N  
 
O N C E  A  YE A R  IS  R EC O M M E N D E D  

 
1 . Johnson  Paste  W ax®  
2 . T u rtle  W ax®  
3 . M egu ia r’s®  G laze  

 
 

G R AF FIT I R EM O VA L  
 
D R IE D  E G G , SP R A Y P A IN T , PE R M A N E N T  M A R K E R  
 

1 . 3M ™  B ug &  Tar (ava ilab le  a t ha rdw are  s to res) 
2 . W D -40 ®  
3 . Isopropyl A lcoho l 
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C hang ing  Lam ps and  R em o ving  S ign  Faces  
 

S tew art s igns have  been  designed  to  be  as close  to  m a in tenance-free  as any s ign  can  be .  
H ow ever, you  m ay occasiona lly need  to  change  one  o f the  energy e ffic ien t fluo rescen t 
lam ps. H ere  is  a ll you  have  to  do : 
 

1 . R em ove  the  a lum inum  re ta ine r (m o ld ing) on one  end o f the s ign .  These  a re  
fastened to  the s ign  fram e by a lum inum  screw s. 

 
2 . S om e s ign  faces a re  a lso  he ld  in  p lace  by screw s th rough  the s ign  face  flange .  

R e ta ine rs and screw s m ust then  be  rem oved  from  each end . 
 

3 . S lide  ou t the  en tire  s ign  face .  Th is  w ill revea l the  fluo rescen t lam ps. 
 

4 . R em ove  any e lectrica l tape securing the  lam ps in  the  socke ts  fo r sh ipp ing 
purposes.  There  is  no  need  to  re -tape  new  lam ps.  R em ove  the  lam ps by firm ly 
grasp ing the  tube  w ith  bo th  hands and gen tly push ing tow ard  the  end  w h ich  has the  
sp ring loaded  socket; o r “ro ll ou t” non-sp ring-loaded  socke ts . 

 
5 . R ep lace  the  burned  out lam p w ith  an  equ iva len t h igh  ou tpu t lam p.  The  necessary 

in fo rm ation  is  found  on one end  o f each  lam p.  If th is  is  no longer leg ib le , ca ll J .M . 
S tew art C orpora tion  a t 1 -855-841-4624 and  w e  w ill fu rn ish  you  w ith  the  in fo rm ation  
you  need. 

 
6 . R ep lace  bo th  the  face  and  the re ta ine r a long w ith  any screw s tha t m ay be  in  the  

face . 

         
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

H E LP FU L H IN TS  
 
If you  fee l the  s ign  is too bright w hen illum inated , you m ay find  the fo llow ing  
techn ique he lpfu l.  U s ing  b lack  e lectrica l tape, w rap each lam p in  a very loose “barber 
po le ” fash ion.   
R em em ber th is  is  on ly to reduce the lam p output and too m uch tape w ill darken the  
s ign . 
 

It is  recom m ended that you  never turn  yo ur s ign  o ff: 
 

• T he sm all am ount of heat genera ted by the  large  lam ps and ba llasts w ill 
reduce or e lim ina te harm fu l condensation . 

• Lam ps and ba llasts w ill las t longer. 

• T he person w ho needs to  read your m essage m ay be the  person w ho w ill 
like ly d rive  by during  the  very la te  o r very early hours. 

• T he cost of the  e lectric ity is  so nom ina l tha t it w ill like ly be  less than lam p and 
ba llast rep lacem ent. 
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R ep lacing  a  B allast 
 
T he  ba llast con tro ls  the  pow er flow  to  the  fluo rescen t lam ps.  D epend ing upon  the  m ode l o f 
s ign , one  o r m ore  ba llasts  a re  requ ired  fo r each  s ign . 
 
If your s ign  fa ils  to  illum ina te , o r if sections o f the s ign  invo lv ing m ore  than  one lam p a re  
da rk, fo llow  these  s im ple  s teps: 
 
 

1 . If the  en tire  s ign  fa ils  to  ligh t, check the  pow er source  to  the  s ign  and  e lectrica l 
connections. 

 
2 . If ind iv idua l lam ps fa il, use  the  p rocedure  fo r rep lac ing lam ps loca ted in  on page  

E -3  and  m ake su re  that a ll lam ps a re  firm ly sea ted in  the ir sockets . 
 

3 . R ecord  the  m ode l num bers o f a ll ba llasts  w ith in  the s ign . 
 
If your ba llast is  under w arran ty p lease  con tact custom er support a t 1 -855-841-4624  w ith  
the  m ode l num ber fo r fu rthe r instructions.  
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Troub leshooting  
 

P R O B LE M  P O S S IB LE  C AU S E  S O LU TIO N  

A  lam p is  ou t. 
• Lam p burn t ou t. 

• Loose lam p. 

• B ad connection 

• C hange lam ps. 

• T ighten  lam ps in  socket. 

• C heck connections. 

S evera l lam ps 
are  ou t. 

• Lam p burn t ou t. 

• Loose lam p. 

• B ad ba llas t. 

• C hange lam ps 

• T ighten  lam ps in  sockets . 

• Test ba llas t. 

S ign  is  ou t. 

• Ind iv idua l lam p 
burn t ou t. 

• P ow er o ff. 

• B ad e lec trica l 
connection  to  s ign . 

• B ad ba llas t. 

• C heck each lam p. 

• Turn  pow er on . 

• C heck w iring . 

• Test ba llas t. 

• C all J .M . S tew art C ustom er 
S upport departm ent. 

 
*N ote :  O n  s ing le ba llas t s igns on ly, one  bad  lam p m ay cause  the  w ho le  s ign  to  be  
out. 
 
It is  the  responsib ility o f the custom er to  consu lt w ith  o r h ire  a  licensed , p ro fess iona l 
e lectrica l contracto r to  e lectrica lly connect the s ign . 

 
T he J.M . S tew art C orpora tion , under no  c ircum stances o r in  any w ay, covers the  cost o f 
e lectrica l p rob lem s due  to  fau lty pow er source . 
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S U P P LY  O R D E R S 
 
 
 

O rdering  C hangeab le  C opy Letters , and  
O ther S ign  S upp lies 

 
P lease  vis it ou r w ebsite  a t  

h ttp ://w w w .stew arts igns.com /support/support_parts .php 
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W A R R A N TY
 

L ifetim e W arran ty  
 

T he J.M . S tew art C orpora tion  (S tew art S igns) w arran ts  your new  s ign  as fo llow s, sub ject to  the  
cond itions here in  p rovided : 
 
S ign  S tructure  and  S ign :  U nder no rm a l use and se rvice  shou ld  the  s ign  s tructu re  o r 
iden tifica tion /changeable  copy s ign  m a lfunction  during the  life  o f the  s ign  due  to  defects in  
w orkm ansh ip  o r m ate ria ls , S tew art S igns w ill a t its  op tion  repa ir o r rep lace any o f the  defective  
m ate ria ls ,  (w ith  the  excep tion  o f lam ps and  ba llasts). Fau lty ba llasts w ill be  exchanged  fo r new  
ba llasts  fo r a  pe riod  o f th ree  years. 
 
V andalism  to  S ign  Faces  and  V andal C overs:  Th is  L ife tim e  W arran ty a lso  covers po lyca rbona te  
faces and vanda l covers aga inst b reakage  due  to  vanda lism  fo r the  life  o f the s ign . W arran ty 
p ro tection  does no t extend  to  these  su rfaces if dam aged by gunsho ts, o r w hen  dam aged  co inc ident 
w ith  the  dam age to  the s ign  cab ine t o r vanda l cover fram e. 
 
Ad ditiona l W arranty Term s:  T h is  w arran ty covers no rm a l use  and se rvice .  D am age caused  by 
abuse , ligh tn ing and  o the r acts  o f G od , and  any consequen tia l o r con tingen t liab ility is  exc luded  
from  th is  w arran ty.  W arran ty c la im s m ust be reg is te red  w ith  S tew art S igns w ith in  th irty (30 ) days o f 
dam age o r m a lfunction. S tew art S igns reserves the  righ t to  v is it the  s ite  o f the insta lla tion  or to  
requ ire  docum enta tion  o f the  c la im  befo re  assum ing any responsib ility under the  p rovis ions o f th is  
w arran ty.  R em oving and  re insta lling  repa ired o r rep lacem ent pa rts  is  the  responsib ility o f the  
ow ner. 
 
U pon de live ry, inc iden ta l b lem ishes and  scra tches a re  conside red norm a l un less they can  be  
view ed  20  fee t o r m ore under no rm a l use  cond itions. S tew art S igns assum es no  liab ility fo r dam age 
caused  by ca re less hand ling o r poor insta lla tion  excep t fo r w ork com p le ted  by em p loyees o r agen ts 
o f S tew art S igns.  S ervice  to  a  dam aged  o r m a lfunction ing s ign  w h ich  has not been  o rdered  o r 
au thorized  by S tew art S igns ' C ustom er S upport D epartm en t is  no t covered  under th is  w arran ty.  In  
the  even t the  s ign  is  dam aged  during sh ipp ing it is  the  responsib ility o f the  buyer to  re fuse  de live ry 
causing the s ign  to  be  re tu rned  to  the  m anufactu re r fo r repa ir o r rep lacem ent. 
 
The fo rego ing  w arranty  is  exc lus ive  and  in  lieu  o f a ll o the r w arran ties w he ther w ritten , o ra l o r 
im p lied , inc lud ing  any w arranty  o f m erchan tab ility  o r fitness fo r pu rpose . 
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P ub lic ize  Y our N ew  S ign ! 

 
M ost o rgan iza tions acqu ire  a s ign to e ither identify the ir o rgan iza tion  or com m unicate  w ith  the ir com m unity.  
W hat be tte r w ay to  get free  pub lic ity than in  a FR E E  new spaper a rtic le ! 
 
W hen an organ iza tion  such as yours insta lls  a n ice  new  s ign , it is a  N EW SW O R TH Y  event to  m ost 
“hom etow n” new spapers.  M any organ iza tions have a  “s ign  ded ica tion” and invite  the  m ed ia  to  attend.  Y ou 
m ay prefer to  s im p ly no tify the  loca l m ed ia  w hen the  s ign is  insta lled  so  they can report the ir ow n sto ry.  
E ither w ay, p roperly no tify ing  your loca l new spaper w ill increase the  chance of them  prin ting  a sto ry about 
your s ign. 
 
W hether you w ant them  to  prin t your sto ry o r have them  vis it your organ iza tion  fo r a  sto ry of the ir ow n, here  
are  som e tips fo r p reparing  a  P R E S S  R E LE A S E  tha t shou ld  he lp  you get a  response from  your loca l 
new spaper: 
 
 M ake th ings easy for the  N ew spaper 
 

• P rovide  the  bas ic  facts  – w ho, w hat, w hen and w here  (exact tim e and date  if you  are 
p lann ing  a  “s ign  ded ication”) 

• H ave a  centra l con tact person fo r m ore  in fo rm ation  

• B e  ava ilab le  fo r fo llow -up questions  
 

M ake your po in t qu ickly  
 

• N ew spapers rece ive  num erous press re leases.  T o m ake yours stand ou t, title  your 
p ress re lease in  B O LD  le tters  at the  top of the page.   

• W hat is  the in tended use of your new  s ign (i.e . identif ica tion , com m unication , etc ...)? 
 
M ake it in teresting 

 
• D id  the  s ign  “so lve” a  specific need at your o rganiza tion?  

• D id  you ra ise  the funds fo r your s ign in  a  un ique w ay?  

• D id  m em bers of the com m unity request th is  s ign? 

• D id  the  com m unity support the purchase of th is  sign?  
• W hat com m ents have you rece ived about your s ign?  
 

A lw ays rem em ber, “Less is  m ore”.  Y our in form ation  m ust fit on  one page. 
D on ’t be  pushy.  It is  up to  them  if they run  the  artic le  o r not.  Factua l in fo rm ation  is usua lly the  m ost 
he lp fu l, bu t rem em ber, they w ill eventua lly pub lish  as m uch (or as little ) of your in form ation  as they 
w ant.  
A t the very top  of the re lease prin t the w ords “FO R  IM M E D IA T E  R E LE A S E ” 

 
S om e exam ples are  show n on the  next few  pages. 
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N E W S  
 

FO R  IM M E D IA T E  R E LE A S E  
(D a te  00, 20XX) 

 
 

S m ith ville  H igh  S choo l to  rece ive  a  N ew  S ign! 
 
P rinc ipa l S teve  S herm an announced today tha t S m ithv ille  H igh  S choo l w ill 
be  e recting  a  new  m arquee s tyle  s ign  th is  com ing  w eekend. 
 
S herm an s ta tes  tha t announcem ents  o f the  events  a t the  h igh  schoo l a re  
curren tly com m unica ted  th rough the ir pub lic  address announcem ents  and  
period ic  flye rs .  The  new  m arquee w ill a llow  them  to  m ore  e ffec tive ly 
com m unica te  the ir even ts  to  the ir s tudents  and  the  com m unity. 
 
The  s ign  w as pa id  fo r in  part by the  h igh  schoo l’s  s tudent counc il.  The 
s tudents  so ld  ticke ts  to  a  ta len t show  and auc tioned o ff m anua l labor 
serv ices such  as m ow ing  law ns, house c lean ing  and de ta iled  car w ash ing  
to  ra ise  m oney fo r the  s ign .  S herm an s ta tes , “The  com m unity rea lly  
supported  bo th  events .  W e have  o ften  hea rd  com pla in ts  from  pa ren ts  and  
the  com m unity tha t they w ou ld  have  a ttended va rious events  a t the  h igh 
schoo l if they had  on ly know n w hen they w ere  occurring .  W e know  the  
s ign  w ill he lp  keep everyone in fo rm ed.” 
 
The  s ign  ded ica tion  w ill be  th is  F riday a t 3 :00pm . 
 
For m ore  in fo rm a tion , p lease  con tact M ary Jones a t S m ithv ille  H igh  S choo l 
a t 377-6000. 
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N E W S  

 
FO R  IM M E D IA T E  R E LE A S E  

(D a te  00, 20XX) 
 
 

G reenw ood B aptis t C hurch  to  rece ive  a  N ew  S ign! 
 
P astor B ill O ak ley announced today tha t G reenw ood B aptis t C hurch  w ill be  
e recting  a  new  m arquee s tyle  s ign  th is  com ing  w eekend. 
 
O ak ley s ta tes  tha t announcem ents  o f the  events  a t the  church  a re 
curren tly com m unica ted  th rough the ir w eek ly bu lle tin  and  announcem ents  
a t serv ices.  T he  new  m arquee w ill a llow  them  to  m ore  e ffec tive ly 
com m unica te  the ir ac tiv ities  to  the ir m em bers  and  the  com m unity. 
 
G reenw ood B aptis t C hurch  s ta rted  ho ld ing  serv ices in  1992 a t the  hom e o f 
M rs . E dna Johnson.  In  1994, they acqu ired  the  land  a t the ir curren t 
loca tion  on  C edarv ille  R oad.  P asto r O ak ley, w ho has been lead ing  the  
church  s ince  las t yea r s ta tes , “O ur new  m arquee  is  jus t ano ther s ign  tha t 
w e a re  a  g row ing  church !  The  expans ion  to  our sanctuary  w ill be 
com ple ted  next spring  and w e  w ant everyone  to  know  tha t you  a re  
w e lcom e a t G reenw ood B aptis t C hurch .” 
The  s ign  ded ica tion  w ill be  th is  S unday a t 4 :00pm . 
 
For m ore  in fo rm a tion , p lease  con tac t E llen  B losser a t G reenw ood B aptis t 
C hurch  a t 465-0882. 
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