
 
 

 
 

FOR IMMEDIATE RELEASE 
Media Contact: 
Your Name 
Your Phone Number 
Your Email Address 
Your Company Website URL 
 

MAIN HEADLINE - HOW TO WRITE A PRESS RELEASE 
Subheading or additional text 

 
SAN FRANCISCO, DECEMBER 13, 2018 -- Grab your reader's’ attention with an engaging first 
paragraph. Don’t waste any time and get directly to the point. Address each important point 
in this paragraph and address the who, what, where, why and how here as well. 
 
The second paragraph should contain additional details giving context to your 
announcement, which can help reporters write their own story. 
 
This section can also break up your press release highlights into a list using bullet points, 
which allows the reader to skim the information and get to the important details quickly. 
 

●​ Highlight #1 
●​ Highlight #2 
●​ Highlight #3 

 
Additional paragraphs should contain more background information, including hard numbers 
to support the significance of your product or announcement. Make sure to keep any 
additional paragraphs short (2-4 sentences) and feel free to use hyperlinks and media content 
such as photos, videos or audio clips. 
 
Let your reader know what next steps you want them to take by including a call-to-action near 
the end of the press release. If a call-to-action isn’t appropriate for your press release, then 
let your reader know where they can find more information.  
 
About Your Company 
The very last paragraph of your press release is your boilerplate. This paragraph should provide 
a description of your business. What products or services do you provide? What is your 
company about? Give the reader information to help them understand the focus and purpose 
of your company. 
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