PRESS RELEASE • Include the date – ‘For Immediate release – Date’ in the header • Writing a title (one line) • Writing a subhead (two lines max) • Writing a quote • Writing the body • Adding the boiler plate 

WRITING A TITLE AND SUBHEAD • Writing a title (one line) ➢ Needs to be factual, descriptive, capture attention, larger font and bolded • Writing a subhead (two lines max) ➢ Give more depth of detail to set the tone for the rest of the release ➢ Supports the title while being more descriptive ➢ Put the organization writing the release in the title or the subhead 

WRITING THE BODY • Start by stating the location (City, State) • Get to your point immediately • Include a quote • It’s the longest part of the release • Include a call to action ➢ Website to visit ➢ Who to contact ➢ Etc 

WRITING A QUOTE • A quote gives voice and integrity to the release • Quotes give the media approved statements to use in stories based off the release • Puts a human face on the news • Quotes should support the release, provide insight and tell a story • When applicable, speak to the heart of your brand • There can be more than one quote and more than one person quoted if warranted • Quotes should include who is saying it and their role in the organization • Make sure the quote has depth. Don’t quote for the sake of quoting. 

ADDING THE BOILER PLATE • The ‘About…’ section • Usually 4-5 sentences maximum and has the website at the end • A short organizational statement that is approved for the media to use if they want to say more about your organization in a story they are writing • Boiler plate is the elevator pitch for your organization ➢ Who your organization is ➢ What you do ➢ Whom you serve ➢ Value about your organization • Include two boiler plates if the release is a joint release about two organizations 

[bookmark: _GoBack]DISTRIBUTE YOUR RELEASE • Send it to journalists or “local papers” • Email it to investors (if they are the target readers) • Share it on your website • Place it on online press release wires • Share it via social media (once it is picked up) • Consider communicating directly with influencers • A combination of the above
