
FOR IMMEDIATE RELEASE



Contact: 

[DATE]






[NAME]

  
            
[PHONE NUMBER]

Headline Making Your Announcement

“Kicker” in italics contains additional information that adds to newsworthiness

([CITY, STATE]) – Your first sentence, “the lead,” should contain your most important news announcement providing the basic facts on who, what, when, where and why. Your second sentence can include whatever pieces of important information you cannot fit in the first sentence.

“The second paragraph is often a quote that delivers a major message point of your announcement,” said [YOUR ORGANIZATION’S PRESIDENT, ELECTED OFFICIAL OR SPOKESPERSON]. “The quote should state an opinion and add a human voice to the story. The person writing the press release may craft the quote in order to ensure that it is on message; however, it must be approved by the person to whom it is attributed.” 

In paragraph three, continue with more information on the announcement. Include interesting information that is part of your main message.

“Include a quote from your new business partner explaining their interest in the partnership,” said [NEW BUSINESS PARTNER SPOKESPERSON]. “Be sure to make the quotes sound conversational.” 

Include details about the partnership. If specific activities are planned, list them. Be sure to include a telephone number that parents can call if they would like to learn more. 

The last paragraph tells the public what you most want them to know about your organization and your business partner. 

###

If you need help producing media materials, contact your local chapter of the Public Relations Society of America (PRSA) to see if it has volunteers who could help you. Or call your local college or university to ask for assistance from journalism or public relations students. 

NOTE: Remember to put your news advisory on your organization’s letterhead.
PRESS RELEASE


(Send the morning of your event.)








