Press Release Template
FOR IMMEDIATE RELEASE
Place this line at the very top. Use FOR IMMEDIATE RELEASE for news you want published now, or an embargo line with a date if you are giving reporters advance notice.
Release status (Immediate / Embargoed until DATE): ________________________________
Headline
One clear, specific line stating the news in under 12 words. Write it last, after your lede, so it reflects your strongest fact. Avoid hype words like revolutionary.
Headline: ________________________________
Optional subheadline: ________________________________
Dateline and Lede
Open with CITY, Date — then a first sentence that answers who, what, when, where, and why. Lead with the news, never with company history.
City and date: ________________________________
Lede sentence (the five Ws): ________________________________
Body
Two to four short paragraphs of supporting facts and context in inverted-pyramid order: most important first, background last. Include one concrete number or fact. Keep the whole release to 300 to 500 words.
Supporting paragraph 1: ________________________________
Supporting paragraph 2: ________________________________
Supporting fact or data point: ________________________________
Quotes
One or two human quotes from a named spokesperson. Make them sound like a real person with a specific detail, not a corporate cliche.
Quote 1 and attribution (name, title): ________________________________
Quote 2 and attribution (optional): ________________________________
Boilerplate
A short, standard About paragraph describing your organization, what it does, and one or two founding facts. Reuse this on every release.
Boilerplate paragraph: ________________________________
Media Contact and Ends
Provide a single named media contact with a direct email and phone number, then mark the end of the release with ### or -30-.
Contact name: ________________________________
Contact email: ________________________________
Contact phone: ________________________________
End marker (### or -30-): ________________________________
