FOR IMMEDIATE RELEASE
[Business Name]

[Contact Person]

[Phone Number, Fax Number (optional) and E-Mail Address]

[Website URL]

[Mailing Address]

YOUR HEADLINE HERE
Date


Introductory Paragraph:  what makes/made this press-worthy? What problem is solved, what will be happening, what benefit to the community, a charity or an individual occurred, what major accomplishment or milestone was reached? (Etc.)


2-3 paragraphs of additional text – who, what, when, where, why; a brief history/overview, etc. 

If your release will be extended onto a second page, repeat headline, name of contact and phone number (or e-mail address) on the top of page 2. 

After final paragraph:  

For additional information, contact: [repeat all contact information]
If possible, send high-resolution photographs with your release; you should also post them online and include the website address for graphic links in your release.  
“High resolution image #_ is available for use at www.yourwebaddress.com/photos/nameofphoto.jpg” (Etc.) 

Include corporate or individual bio and/or information in one paragraph about the business, its longevity, why it was established, mission, vision, positioning and/or what differentiates it from competitors.  

# # #

(Indicates end of release)
(optional)�space for corporate logo or picture








