Press release template

Company name

For immediate release - DATE
Title

First paragraph - Who? What? Why? Where? When/How? About two sentences of no more than 25 words each.

Second paragraph - further detail about the story.

Third paragraph - quote: For example, John Smith, Director of Smith and Co Design, said: ".............."  Typically, the quote might be two sentences.

NB If there is a quote from a third party, or additional information, this could go in here as an extra paragraph. Add a line before it, for a smooth link from one paragraph to the next.

Final paragraph - further information. 

(Remember, a press release will be edited from the bottom up - so your most important information needs to be upfront.)

Ends

For further information, please contact:

John Smith, Director, Smith and Co Design          Insert phone number (office) - indicate any timings - Mon to Fri, 9am to 5pm)

Insert mobile number (mobile)

Notes to editors

1.

2.

3.

Include your boilerplate under one of the points - standard information that explains what your organisation is about, what it does, etc

