
[DATE] PRESS ALERT [FOR IMMEDIATE RELEASE or EMBARGOED UNTIL XXX] 
  
For More Information: 
PERSON                    PHONE 
PERSON                    PHONE 
  
WHO:      Organization/group that is doing the thing listed in the press release 
WHAT:    Catchy title that is short, but explains your purpose 
WHERE:  Include this if you have a location where something is happening  
WHEN:     When the thing is hapenning 
 
[DATE AGAIN] [City and State] – This introductory paragraph should have 4-5 
sentences that give an overall picture of what your issue is and what the purpose of 
your press release is. This should include the who, what, where, why. Try to write this in 
a way that lazy reporters could easily cut and paste directly from your press release and 
put it in their story.   
 
“It’s always important to include some quotes from people who are knowledgeable 
and/or impacted!” said Name, title or description of person (such as CEO of 
Organization or a consumer who will be impacted by this issue). “Here’s a great 
example of where to insert a quote.” 
 
This paragraph is where you add more background details. What lead up to this event? 
What background work was done that the public should know about? Keep it short. 
Press releases should be one page most of the time to ensure that reporters will read 
them and want to cover your story. If this press release is about testimony that someone 
at your organization gave demanding that the Governor fund a specific issue, this is a 
great place to put information about why the funding is critically needed. If this press 
release is about a protest, include information about things your group tried to do to 
resolve the issue before resorting to protesting.  
 
“Here’s another place for a great quote from a different person who is part of the cause” 
said NAME, title. “Make this quote impactful and always ask the person before 
attributing a quote to them!” 
  
At the end, you can encourage people to learn more about your organization by visiting 
your organization’s website or social media. Include it in one to two short sentences. 
When the press release has come to an end, put three hashtags at the bottom center of 
the page like in this one. This signals to newsroom reporters that this is the end of the 
document.  
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