
 

 

[Your Company / Brand logo] 

 

FOR IMMEDIATE RELEASE / FOR RELEASE ON [date] 

 

Headline: Include the name of your company and/or 

information that neatly sums up the key news 
 

Example: Culture+ supports hundreds of small creative enterprises across Dorset  

 

Subheading: more information about the body 

 

Example: Several small creative enterprises across Dorset, Bournemouth and Poole have 

benefitted from the free programme aimed at supporting business growth in the region. 

 

[First paragraph] 

 

Location, month, day, year – The first paragraph should cover who, what, where, and why/how 

of the press release. It should be a summary that provides the reader a good idea of the most 

relevant information about your news. 

 

[Next 2- 3 paragraphs] 

 

The next 2-3 paragraphs should expand on the first paragraph. You should write in a journalistic 

style that is useful to the reader. Write short sentences. And keep the paragraphs concise.  

 

Aim to include information like: 

 

• Who is affected by the news? 

• How it will help them? 

• What led you to create the new product or service? 

• What is unique or unusual about your news? 

• How this will affect things going forward; for your business and your wider network? 

 

Aim to provide further context for the article and include statistics, hyperlinks, and additional 

media content. Adding quotes from relevant people involved in the article will add further depth 

and interest for the reader.  



 

 

 

 

[Final paragraph] 

 

The final paragraph should be executive summary about your project and business with a call to 

action at the end e.g. inviting the reader to book tickets, visit a website or donate to a cause. 

  

 

[If the release is more than two pages: end the first page with “-MORE-” or “-END”- 

centred] 

 

[Notes to Editors] 

 

This section is usually for your boilerplate – this is a short paragraph explaining your business in 

more detail and/or the associates involved. It helps give a bit more background information for 

the editors to put your story into context or add relevant information to your existing press 

release once it goes to print or is put up online. 

 

Final note: it is a good idea to encourage someone to reach out for more information about 

this topic, e.g. For further media enquiries please call [Name] at [Phone] or [email] 

 

Name of contact: Jane Doe 

Tel.: 01305 200 900 

Email: jdoe@janescompany.com 

Website: www.janescompany.com 

 

You should also aim to include at least 2-3 relevant high-resolution images to illustrate the news 

story. 

 


