
 
 
 

Thank you! 
Thank you for downloading my free press release template! This template serves as a guide to 

writing a helpful news announcement to any media you wish to contact—be it print media, 

television, radio, influencer or blogger. There are various ways to write a press release, but I’ve 

created a very standard version that will do the job well.  

 
A few things to keep in mind as you go about writing and sending your press releases: 

 

1. Be straightforward with your language and avoid wordiness. The press wants the quick 

important facts. 

 

2. Copy the release into the body of an email AND attach it as a PDF document.  

 

3. Make sure you blind copy your press contacts before sending. 

 

4. Forward the original email release with a personal note to the press contacts you really 

would like to see a story from. 

 

5. Depending on the urgency/nature of the release, you may need to follow with phone calls. 

 
6. Follow up with emails to your prioritized press contacts the next morning if you have not 

heard back. 

 
7. Be patient. Not every press release will become news. That’s okay. That’s the nature of 

news. Getting your name and email in front of the press begins that relationship. Get to 

know the reporters and what they like to write about so you can best provide them what 

they need. 

 

Best of luck! If you need further help or expertise you are always welcome to contact me at 

laurabeth@lkagencysc.com. 



 
 

(Logo in your header) 
 

TITLE IS CENTERED, BOLDED AND IN ALL CAPS 
Subtitle Written in Title Case and in Italics  

 
(In the title and subtitle, eliminate as many articles [a, the, an] as possible. The title should be 

succinct and announce what is happening; the subtitle should capitalize on an important specific 
of the announcement) 

 
FOR IMMEDIATE RELEASE     Contact: Your Name 
Month, Day, Year      Phone # | Email 
 
(The above is always in bold) 
 
City, State – Tuesday [insert whichever day of the week], [your company] announced (always 
use past tense) XYZ. XYZ is . . . (Limit your first paragraph to 2 sentences of the most basic info 
of your announcement) 
 
“Insert a statement from an important person in relation to the announcement,” said Jane Doe, 
CEO of X Company. “Always break after the first sentence with the name of the spokesperson, 
and then continue the quote as you see demonstrated here. Don’t allow a statement to be too 
long. You will usually draft a statement and then have it approved by the appropriate person.” 
 
This next paragraph will outline the specifics in relation to the announcement. This is where you 
will provide background, explanation, etc. Be thorough but refrain from being wordy. Never use 
an Oxford comma unless the meaning of a sentence will be changed without it. Well written 
press releases never include opinion (opinion may be expressed in quotes/statements). 
 
“Finish with a final quote, if you so choose,” said Jan Smith, communications director of X 
Company. “Generally, do not have more than 2 quoted statements in a release.” 
 

### 
 

(3 centered hashtags indicate that what is above is the entire release. Do your best to keep a 
release to 1 page if possible.) 

 
About X Company 
This “about” is called your “boilerplate” and it is written in italics. It is a short paragraph 
detailing who or what your organization is. This paragraph will remain the same on all media 
releases, advisories etc. 


