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A press release is essential as a part of your marketing strategies - as a business owner, marketer or public

relations specialist. Similar to how you create a website for promoting your brand overall, you can create a

press release to get coverage for special announcements or business updates. This can be a product launch

or new partnership. 

It’s possible for you to do this yourself. Writing your own press release can save you money as well as make

sure that the information you want to share about your business is being expressed accurately.

In this guide, we’ll show you how to write a press release that gets the attention you deserve, the best

practices to follow, and some top examples for your inspiration. 

What is a press release?

A press release is a written announcement that gives an update about your brand regarding the latest

information you want to share with your greater community. 
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It’s usually pitched to a journalist requesting that they cover the story in their publication. Therefore, it’s

written in third person. Because these writers are busy and the market is highly competitive, a press release is

usually no longer than one page and follows a somewhat uniform set of guidelines that we’ll explain below.

Why use a press release?

Press releases serve several important purposes and can be a valuable tool for businesses, as they build

brand awareness and generate hype around their offerrings.

Some of the main benefits of writing and distributing press releases include:

Publicity and media coverage

Increased brand visibility and awareness

Positive and controlled reputation management

Improved investor relations

Stronger relationships with news and press outlets and journalists

How to write a press release

The following components are necessary to include during the process of creating an eye-catching press

release that checks all the boxes:

01. Your company logo

1. Your company logo

2. Bold headline

3. Subtitle

4. Release date

5. Date and location

6. Intro paragraph

7. Body text 

8. Relevant quotes

9. Boilerplate

10. Contact information
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At the very top of your press release, you should draw immediate attention to your business. This is done in

the form of your logo, and it allows the reader to immediately know who is reaching out to them. 

If you don’t have a logo, it won’t take you long to create one. Using this intuitive logo maker, you’ll just need to

answer a few simple questions, and then let the machine work its magic and generate tons of professional

icons for you to choose from. 

02. Bold headline 

This is the absolute most important piece of content that your press release contains. Surely you know a

thing or two about this from experience reading online content or judging a book by its title yourself, yet we

must emphasize how important the title really is. 

The headline might be all that your readers see, so spend a lot of your time on making sure that it’s

captivating and gets your point across. In other words, within this small section you should answer the

question “why should anyone care what I have to say?” 

03. Subtitle
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Complimenting your headline, your subtitle provides a bit more of the details about your press release. It’s

used as a hook to grab the attention of your readers and lure them into the rest of your story. It should be

short, around 10-20 words.

04. Release date

The information you’re sharing is exciting and pertinent because it’s time sensitive. The press lives for

receiving news and being the first to share it. This is why it’s crucial for you to include the release date and

time. If that time is now, you can write “for immediate release.”

05. Date and location

Begin the body paragraph with these key details that give a background of your story. The date and location

let the reader know the relevancy of your press release. Immediately follow this element with a hyphen and

then the content of your intro paragraph. 

06. Intro paragraph

At the start of your main section of text, you’ll want to write your most important information first. Unlike

traditional stories, the climax should occur at the very beginning in order to grasp immediate attention.

Answer the five W’s in one sentence: ‘Who?’ ‘What?’ ‘Where?’ ‘When?’ and ‘Why?’ For example, “Pal’s Organic

Pet Food Company (who) donated $5M (what) to pet adoption centers in Chicago (where) last Sunday (when)

to help these furry friends find warm homes for the Winter (why).” 

Then, in the next and last sentence of this section briefly explain what you’ll cover in the following paragraphs

(the “Body Text” section).

07. Body text 

After the climax mentioned in the introductory paragraph, include the rest of your content in the order of

importance. Assuming that your reader won’t make it to the end of the page, make sure that they actually get

to the parts you want them to read as early on as possible. 
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Give more background information on your story described in the intro paragraph here. In other words,

elaborate on the 5 W’s. Do so in one or two paragraphs, including supporting details within. 

In this section, it’s optional to add links to any relevant media or other information when necessary in order to

provide background information that’s simply too long or not possible to express in a few words.

08. Relevant quotes

Quotes are information that are direct from the source. So, it’s important to include with each quote exactly

who wrote them, whether that’s the CEO, CMO or someone else.

Journalists sometimes copy quotes word-for-word into their articles. Use this as your opportunity to get your

point across exactly the way that you want to say it. It’s worthwhile as readers will be especially interested in

hearing your point of view on the topic.

09. Boilerplate

A boilerplate is a standard ‘about me’ summary of a business which provides helpful background information

for those that may be unfamiliar with what they do. In doing so, it gives the readers a bit more information on

the “Who” and the “What” from the 5 W’s mentioned in the introduction. It should be done in just a few

sentences. If you find that in yours you want to say more, you can add a link to your press kit.

The boilerplate is typically put at the end of the release, and can include links to your business’s website and

social channels. This allows you to use your press release as an opportunity to get people talking about your

business overall (not just this story), as well as drive traffic to your site. 
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10. Contact information

If someone comes across your release on a press site or wire and wants to learn more about you and your

story, don’t make it difficult for them to do so. Clearly place your name, email, and phone number at the

bottom of your press release, with a space between this and the boilerplate. This will ensure that getting in

touch with you is an easy feat. 

Best practices for writing a press release

In addition to the structure provided above, follow these helpful tips to make sure that your press release

doesn’t go unnoticed:
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01. Act like a journalist

If you want journalists to cover your story, you’ll need to write in a manner that they are used to. Think of this

as tailoring your resume to fit a specific job. This is the perfect opportunity for you to craft your press release

to flow with a particular journalist’s writing style. In other words, speak their language.

In general, you should also write your press release in the style of an article. This is the way that journalists

think, read and write. It will make their lives much easier when it comes to reframing your story in their own

tone.

02. Keep it brief 

It’s important that we reiterate this point. Conciseness is key to getting your press release noticed in this

world of short attention spans and extremely busy people. Your press release should be no more than 300-

400 words, with a maximum of one page of content. Write and rewrite it, each time cutting out the fluff and

making sure that you don’t repeat any information.

03. Write in an organized manner

Use the inverted pyramid method, writing the most important information first. Then, proceed with the rest of

the details based on their order of importance. This is why your boilerplate comes last, as you’ll first want to

dive into the story and draw attention to it before explaining who you are. 

Also, you should write in the same format as every other press release, leaving no surprise sections that will

only confuse your readers. Follow the guidelines above in the ‘How to write a press release’ section, placing

particular emphasis on putting the headline and release date first.

04. Provide exceptional value

Ask yourself why your audience should and would care about the information you’re sharing. This reason

should include something along the lines of how valuable it will be for them to know this.

On top of just knowing who they are and why they would care, you’ll want to write in a way that targets their

interests and personalities. For example, there is a big difference in the word choices used by charitable

organizations versus video game developers. 
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Images can also play a significant role in enhancing the impact and effectiveness of a press release. Beyond

just visual appeal, they also enhance the storytelling of a piece and more it more likely to be shared,

especially on social media. 

05. Answer all of the possible questions

Try your best to brainstorm ahead of time the questions that might arise based on the information you’re

sharing in the headline. The text in your body paragraph should provide all the possible answers. In doing so,

you’re making your readers’ lives as easy as possible so that they won’t need to contact you for further

information or to clarify any confusion.

06. Give it a final check

Before you send your press release out, read over it to check that everything looks the way you want it to.

There is nothing less professional than grammatical errors. Make sure the links work and that your story

makes sense. Then, ask a friend or colleague to give it a runthrough to get a second opinion. Refine, and

refine again until you’re completely satisfied with your work.

07. Share the results

Just because you’ve pressed the ‘send’ button doesn’t mean that your work is done. If publications and blogs

feature your story, you’ll also want to share the news yourself. This is great promotion for your brand that

should be added to your press kit and website, as well as content for your social media accounts.

When you think about your online reputation and personal brand, your press releases will set you off in the

right direction for success. 

How to distribute a press release

Writing a press release is just one step in the process of getting your news out into the world. How well your

content is distributed is the next crucial step in getting it seen and picked up. 

01. Identify your target audience
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Determine who you want to reach with your press release. Consider the demographics, interests, and

locations of your target audience. This will help you tailor your distribution strategy and identify relevant

media outlets. This research is worth doing even before you write and craft your content. 

02. Build a media list

Create a list of journalists, reporters, bloggers, and influencers who cover topics related to your press release.

Research publications, websites, and media outlets that align with your target audience, make a note of their

contact information and then reach out. it make take a lot of knocking on doors, or unopened emails before

you get a response but keep going. Craft individualized emails to introduce your press release and explain

why it would be of interest to their audience. Include a personalized subject line and highlight relevant

aspects of your news to capture their attention.

03. Use a press release distribution service

Consider using a press release distribution service that can help you reach a wider audience. These services

have established relationships with media outlets and can distribute your press release to their extensive

networks. Examples of press release distribution services include PR Newswire, Business Wire, and PRWeb.

04. Leverage your network

Encourage your professional network industry associations, and contacts to help spread the word about your

press release. Share it on your company's website, blog, and social media channels. Encourage your

colleagues, partners, and clients to share the press release with their networks as well.

05. Optimize for SEO

Ensure that your press release is optimized for search engines. Include relevant keywords and phrases in the

headline, subheadings, and body of the press release. This will increase the chances of your press release

appearing in search engine results when people search for related topics.

06. Include multimedia content
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This means incorporating high-quality images, videos, infographics, or other multimedia content in your

press release. Make them easily accessible by providing download links or embedding them directly within

the press release. They make your content visually appealing and increase the chances of it being picked up

and shared. 

06. Monitor and follow up

Keep track of the journalists and media outlets you've reached out to. Monitor for any coverage or responses

to your press release. If you don't receive a response. follow-up after a reasonable amount of time to inquire

about their interest or if they require any additional information.

Remember, the success of your press release distribution depends on the quality of your content, the

relevance to your target audience, and the effectiveness of your outreach strategy. Continuously evaluate

and refine your approach based on the feedback and results you receive.

Best time to send a press release

Finding the best time to send a press release can significantly impact its visibility and chances of media

coverage. While there is no one-size-fits-all answer, some recommendations for when to send a press release

are:

Weekdays and morning hours

Sending press releases on weekdays, specifically from Tuesday to Thursday, tends to be more effective.

Mondays are often busy for journalists as they catch up on news from the weekend, and Fridays may be less

ideal as reporters may be wrapping up their week. Aim to send your press release in the morning, ideally

between 9:00 AM and 11:00 AM, as journalists tend to be more receptive and have higher email engagement

during these hours.

Avoid holidays and peak news times
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Avoid sending press releases during holidays, long weekends, or times when major national or international

news events are dominating media attention. Your release may get lost or overlooked amidst the flood of

news. 

Consider time zones

If your press release has a regional or global focus, be mindful of the time zones of your target audience.

Adjust your sending time accordingly to ensure that it arrives during regular business hours in the relevant

time zones. 

Lead time

For major announcements or events, it's generally recommended to send press releases well in advance to

allow journalists enough time to plan and schedule coverage. Lead times can vary depending on the nature of

the announcement, but sending the press release a week or two before the event or launch is often best

practice.

Consider the industry and audience

Depending on the industry or audience you're targeting, it's beneficial to align your press release with

specific industry events, trade shows, or periods of heightened interest. This can increase the chances of

your news being noticed and covered by relevant media outlets.

These are general guidelines, and it's essential to research and understand your specific target audience and

their preferences. It's also worth considering any guidelines or preferences outlined by the media outlets or

journalists you are targeting. Using a media distribution service can also provide insights into the optimal

timing for sending press releases based on their data and analytics.

Press Release examples 

The following examples of press releases will give you some real world insight to inspire you to create great

pieces that will surely spark the interest of your audience.
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Wix Returns to Super Bowl LIII
February 3, 2019

This is a classic example of a press release using the traditional format. First, notice how the headline and the

subtitle carefully reflect different pieces of information. Furthermore, the location and date are mentioned

ahead of the body text and three brief paragraphs sum up the news story.

A relevant video clip is embedded to show the advertisement, the company name is linked multiple times,

and a quote is included at the bottom. The only elements you don’t see are the contact details and

boilerplate. As this example is directly from the company’s website, it’s not necessary to include that

information. Yet, if you browse this Wix press release on the wire, you’ll find these two elements at the

bottom. 

Apple reveals new AirPods Pro, available October 30
October 28, 2019 
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The headline mentions the big news: an exciting product release by the company, Apple. Following that, they

strategically place the top feature in the subtitle, “active noise cancellation for immersive sound.” Also, notice

how not only is the business’s website linked, but the product page too.

Images show many different perspectives on the product, from the technological features to how it looks in

use and the way that it connects with the iPhone. To conclude, the boilerplate provides a powerful historical

background of the business in a concise fashion.

Introducing Spotify Kids, A New Standalone App for the Next

Generation of Listeners
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October 30, 2019

This press release meets the necessary guidelines in a standard way. You can see this by the use of a product

video. The company is evidently aware that content is more digestible in short clip form.

It also follows two of the tips we mentioned - ‘act like a journalist’ and ‘answer all of the possible questions’ -

by using bolded headlines. This allows for the information about the new revealed feature to be broken up

into easily readable, organized sections. 

Greener cups, fewer straws and tracing your coffee’s journey via app
March 20, 2019
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In this example, the subtitle mentions the product while the headline describes its features. This is actually

the opposite of the traditional press release format, but it surely works to grab readers’ attention. 

Furthermore, there are multiple quotes from two different people in order to show various voices of authority

regarding the mentioned topic of sustainability and Starbucks. 

You’ll also notice the inverted pyramid format is put to use here from the headline to the subtitle to the

italicised paragraph below that.

Press release FAQ

What is the golden rule when it comes to writing press releases?

The golden rule when it comes to writing press releases is to focus on newsworthiness. A press release

should be newsworthy to capture the attention of journalists and increase the chances of it being

shared by media outlets. Newsworthiness refers to the factors that make a story interesting, relevant,

and valuable to an audience.

What's the best format for a press release?
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Are press releases worth it?

What are some golden rules for writing press releases?
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