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Headline Grab’s Reader’s Attention

Subhead Provides More Details
(CITY, State – where action is occurring; e.g., SAN JOSE, Calif.)---Lead with a catchy opening that grabs the reporter’s interest. In the next two to three sentences, describe the main points you want to impart to reporters (the “who” “what” “when” and “where”).

In the next paragraph, describe “why” and “how.” For example, if you are announcing a news program for youth literacy, why did you decide to do this? How will the program work?
In the remaining paragraphs, list relevant information in a logical manner. Make it read like a story and be sure to include quotes from relevant individuals. Your quotes are a great chance to add context to the press release, so be sure to make them interesting and insightful. Be sure you have permission from the people you quote in the press release before you send it to reporters.
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