
Always include a 
media contact for 
reporters if they 
have any questions 
or are interested in 
covering the story

Include logos for all 
companies involved

Use an eye-catching headline that will 
hook readers right away. Consider 
using numbers to provide credibility

Indicate press 
release timing / 
embargo status

Always include a 
dateline, which 
consists of 
location and 
distribution date. 
Follow AP style 
rules on including 
the state or not

First paragraph 
should have the 
most important 
information: 
Who, What, 
When, Where, 
and Why

Include a quote 
from executive 
leadership to 
provide a 
personal touch, 
emphasizing key 
messaging or 
including 
promotional 
language not fit 
for the body of 
the message

Use a 
subhead to 
highlight key 
points or 
figures that 
expand on the 
topic of your 
release



Always include a standard 
boilerpoint paragraph for every 
company featured in the release

Add minor details 
toward the end of 
the press release

Hyperlink the first 
reference of the 
company to drive 
traffic back to 
your website
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