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SAMPLE NEWS RELEASE FORMAT

Purpose

A news release is one of the basic tools used in media relations to disseminate information. It provides media with news about something that will happen in the future or something that has already taken place. Use it to release a new study, launch a new program or product, tout a success story, address a problem or promote an event. The most important thing to remember is it must contain news relevant to the media outlet’s audience.

Tips

· The headline and lead paragraph should capture the reader’s attention and be self-explanatory, since this is as far as many reporters read before deciding whether or 
not they are interested in the story.

· Provide a local angle to maximize interest and coverage.

· Put key elements in the first two paragraphs.

· Be concise. Use short, simple sentences and paragraphs. Eliminate unnecessary words.

· Stay away from overused adjectives, such as "revolutionary.”

· Avoid technical language and jargon unless the media outlet, such as a trade publication, uses technical language.

· Do not editorialize or offer opinions unless they are part of a quote.

· Don’t use quotes to repeat what has already been said. Use quotes to support your position and offer opinions.
FOR IMMEDIATE RELEASE



CONTACT:
(NAME)

or EMBARGOED UNTIL (INSERT DATE)



(PHONE NUMBER)

HEADLINE (centered, single-spaced and bolded)

CITY (include state if city may not be familiar with the media) (month, day, year) – LEAD PARAGRAPH 

For example:

SACRAMENTO (December 31, 1998) – The Department of Health Services today announced…

(2nd PARAGRAPH – should support lead with facts, figures; good place for a quote)

(ADDITIONAL PARAGRAPHS – more supporting information, data, quotes)

-more-

(informs readers there is a next page)

SLUGLINE (brief title for release, e.g. “1999 Youth Purchase Survey”)

Page 2

(FINAL PARAGRAPH; sometimes referred to as the “boilerplate” – background information about 
the organization or event, can include contact information for the public.)

###

(informs readers they have come to the end)
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