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FOR IMMEDIATE RELEASE

Contact:  
Name


Company


Phone


eMail


Twitter
Headline 
[create an attention-grabbing headline - you want the reporter to say “this would be interesting for my readers”]
Sub-headline [if needed, builds on headline and provides further hook]
CITY, STATE; Month, day, year – Lead Paragraph [This is the MOST important part of the Press Release, after the headline. Here you set up the story for your reader with the “who,” “what,” “when,” “where” and “how” of the story. If the reporter only reads this, they have all the key information they need.]
Body [This is the rest of the release - several paragraphs, with more detail and context about your Lead Paragraph. Give all relevant facts and figures.]
Boilerplate: This is a short paragraph where you tell your reader about your business. Keep it simple.
# # #

Other tips: (delete this section - obviously - before you send this)
· Use standard letter-size paper.

· Use one-inch margins.

· Headline should be in bold typeface.

· Consider using quotes from a third party expert or company spokesperson (remember you are writing in the third person) as a way to get your key points across.

· Try to keep your Press Release to one page if possible. Most good Press Releases are 500 words or less. Be brief and to the point.

· End your press release with  # # # centered at the end.

