
Press releases are a great way to communicate a new story with the 
media. In creating a release that is concise, informative and engaging, 
you increase the chances of having a journalist pick up your story and 
spread awareness. At max, the release should be one page. Remember, 
only focus on the key points. If you have any questions, the online PRSA 
style guide is extremely helpful: 

www.prsa.org/aboutprsa/guidelineslogos/prsastyleguide.pdf

Media Contact
Include a name and phone number at 
minimum in the upper-left hand corner 
should there be further questions about 
the story.

School Logo
Place on top center of page or 
upper right side if appropriate. This 
identifies immediately who has 
written the release.

Headline
Short, strong and summarizes the story. 
Don’t forget to make sure the title is 
entirely in bold and CAPITALIZED as it is 
the most noticeable part of the release. 

*UCC ANNOUNCES NEW 
  BUSINESS PROGRAM

Subhead
Explains headline in a few more words 
for clarity and to communicate vital 
information. This is italicized and can 
be optional depending on the nature of 
your story. 

 *The Business & Management 
Department Will Offer an Accounting 
Program Beginning 9/16 

Dateline
Always begin with the location of your 
event, organization, etc., as well as the 
date, in bold.

*EUGENE, Ore., June 30, 2016 – 

Lead
The most important aspects of the 
release in a few sentences, including 
key points and essential information. 
This should summarize the entire 
release and give the reader a clear idea 
of the purpose for this story. 

Body
Can include special details, quotes, 
statistics and answers the 5 W’s (Who, 
What, When, Where, Why) if you 
have not already. When mentioning a 
particular time in the day, remember to 
format correctly. 

*7 p.m., 7:30 p.m., 7-9 p.m. 

Boiler plate
This is a short excerpt that provides 
details about the organization. 

*About UCC (2-3 sentences “about” or 
“mission” statement). End with “###” 
under the excerpt and centered on the 
page to signify end of release.

Press Release Guide: 

8 Quick Tips
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* Indicates key examples


