
Press Release Template 

[Company Logo/Letterhead]  

FOR IMMEDIATE RELEASE 

[Date] 

Headline: 

[Write a clear, compelling headline that summarizes your news in a concise and engaging way. Keep it under 12 words.] 

Subheadline (Optional): 

[A brief expansion of the headline that provides additional context or adds a point of interest.] 

Dateline: 

[City, Country - Date] 

Opening Paragraph (Lead Paragraph): 

[This paragraph should quickly answer the "5 Ws": Who, What, When, Where, and Why. It should provide an overview of 

the news and why it is important. Keep it short and punchy.] 

Body Paragraphs: 

Second Paragraph: 

[Provide more details about the news, such as background information, relevant statistics, or context. Expand on the 

significance of the announcement.] 

Third Paragraph (Quote): 

[Include a quote from a company executive or key stakeholder. Quotes provide a human element and add credibility. 

Make sure the quote expresses emotion, excitement, or the importance of the news.] 

Fourth Paragraph: 

[Use this section to offer additional details, such as what makes this news different, how it impacts the industry, or how 

it relates to ongoing projects. Include any other relevant information that supports your story.] 

Call to Action (CTA): 

[If applicable, provide instructions for what readers should do next. This could include visiting your website, attending 

an event, or contacting your team for more information.] 

Boilerplate (About the Company): 

[A standard paragraph that gives a brief overview of the company. Include the company’s mission, history, and any other 

relevant information. This paragraph should be reusable across all your press releases.] 

Media Contact Information: 

[Name] 

[Title] 

[Company Name] 

[Phone Number] 

[Email Address] 

[Website] 

### 

[Include three hash symbols to signify the end of the press release.] 
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