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Press Release Template

Use press releases to announce or respond to breaking news.

Your release should include the following:

[Your organization’s logo]

FOR IMMEDIATE RELEASE 
Today’s Date (prior to the event)

Contact:
Your Name, Phone Number, Email

ATTENTION GRABBING HEADLINE
Subhead

(Your City)—The first paragraph is the “lede”—two or three sentences that convey the main 
news. It should be catchy and concise. 

The second paragraph is everything important that could not be included in the first 
paragraph. Why is this news right now? Include any additional news hooks that the media will 
find interesting.

The third paragraph is a compelling quote from your executive director or spokesperson. 
Ideally, it will state your problem and include a solution or action. 

In the next two paragraphs, you can do any of the following: provide a larger context or 
history to the issue; correct misinformation from the opposition; or, include stand-out facts 
and findings. These paragraphs will provide reporters with the information they need to write 
their story.

If space permits, you may follow up with an additional quote. This will be necessary if you’re 
working in a partnership or coalition and need to include other voices.

Ideally a release is one page, but it may be two pages if you absolutely need the space to fully 
convey your issue. 

###

[Your organization’s brief mission statement and contact information]


