PRESS RELEASE

FOR IMMEDIATE RELEASE
Date: ___________________

MEDIA CONTACT:
Name: _______________________________
Organization: _______________________________
Phone: _______________________________
Email: _______________________________

HEADLINE
[Write a clear, compelling headline that captures the main news. Use active voice. 10-12 words maximum.]
[Example: Local Community Launches New Water System Improvement Project]
SUBHEADLINE (Optional)
[Additional detail or context, if needed. One sentence.]
FIRST PARAGRAPH - THE LEAD
[Answer the 5 W's: Who, What, When, Where, Why. Make it compelling and newsworthy.]

[CITY, STATE] – [Month Day, Year] – [Opening sentence that captures the most important news]. [Second sentence with key supporting detail].

Example:
SALEM, Oregon – January 24, 2026 – The City of Rural Springs today broke ground on a $2.5 million water system upgrade that will provide clean, reliable water service to 500 rural residents. The project, funded through a state infrastructure grant, addresses decades-old water quality issues.

BODY PARAGRAPHS (2-4 paragraphs)
[Provide details in descending order of importance. Each paragraph should cover one main point.]

Paragraph 2: Project details, scope, timeline
[Describe what will be done, when, and how it will happen]

Paragraph 3: Impact and benefits
[Explain who benefits and how]

Paragraph 4: Quote from key stakeholder
"[Include a meaningful quote from a project leader, elected official, or beneficiary]," said [Name, Title].

Paragraph 5: Additional context (optional)
[Background information, related efforts, or future plans]
BOILERPLATE - ABOUT THE ORGANIZATION
[Standard paragraph about your organization that appears in all press releases. 2-4 sentences describing who you are, what you do, and your mission/service area.]
About [Organization Name]:
[Boilerplate text here]

###

[The ### indicates the end of the press release]



PRESS RELEASE BEST PRACTICES:
Writing:
• Keep it to one page (500 words maximum)
• Write in third person
• Use AP style
• Include specific numbers, dates, and facts
• Avoid jargon and acronyms
• Lead with the most newsworthy information
• Use active voice and present/past tense (not future)
• Make quotes sound natural, not scripted

Format:
• Use 1.5 or double spacing
• 12-point Arial or Times New Roman font
• Include date and contact information
• Use ### to indicate end of release

Distribution:
• Send to local newspapers, radio, TV stations
• Post on your website and social media
• Time release for maximum coverage (Tuesday-Thursday, morning)
• Follow up with phone call to key media contacts
• Include high-resolution photos when relevant
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