PR template

Date

“For immediate release” This is much better than suggesting an ‘embargo’ (future release date)
Straightforward headline to sum up the story at a glance e.g. Man bites dog OR Scrabfit opens 10 new outlets (It can be easiest to write this last) Whatever headline you use, the sub-editor will probably rewrite it in their own house style e.g. catchy, controversial, intriguing
Sub-heading to explain more (only if necessary)
Introductory paragraph/s answering Who, What, When, Where, Why, How e.g. Fred Bloggs was presented with the industry’s leading award at the Café Royal at a glittering ceremony on Saturday, in recognition of his success as a bee-keeper OR Topical introduction e.g. 8/10 cats prefer mice, according to independent research OR Quote e.g. “Dentists are no longer just drill-and-fill surgeons,” says cosmetic dentist, Adam Foxglove. If people stop reading now, they should still know the whole story. Each additional paragraph should add to what’s above. Don’t include your ‘punchline’ at the end where it is most likely to be cut / missed.

Include up to three case studies to give that all-important human-interest angle, told in the customer’s own words. Use the format of before/after or problem – solution – results e.g. Eve Smith had been unable to walk properly for years. “I was in agony from in-growing toenails,” she said. “I went to Dr Bones who treated them with his magic dust. I can now enter tap-dancing competitions again!”

Include your opinion written as a quote from the expert e.g. The Managing Director of Hooray Electronics explains: ‘The tourist market is demanding more and more exotic locations. That’s why we’ve launched these new strap-on wings. Our customers are delighted they can now fly to the moon without a space rocket.”
End with your contact details so it’s not too sales-y but you still capture any interest generated by the article e.g. For more information about big blue widgets, phone 123 4567, email name@domain.com or visit www.domain.com.

At the end of the article, write ENDS

--

Include a summary of what you do and the company history as background information e.g. Notes for Editors: ‘Apex Hedges was formed in 1995 to maintain Britain’s blackthorn habitat. The company won the prestigious Green award for environmental excellence in 2005.’

End with contact details for follow-up e.g.

For interviews, media information and pictures, please contact:

Name

Contact details

Include your mobile number as you may be contacted out of office hours. Make sure someone is available to take any calls.

Now just proof-read your press release and send it in the body of the email (not as an attachment) … good luck!
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