Press release template:

UNOFFICIAL


If you have newsworthy announcements or events, a press release template can help you to craft a professional and effective press release to distribute to media outlets and online platforms. 
[Your company logo]
	


[Date]
	


[Headline]
	


Subheading: [Optional]
	


[Lead paragraph: provide a summary of the news or event. Answer the who, what, when, where why and how in this paragraph]
	





[Second paragraph: provide background information about the news or event. Include relevant quotes, statistics and supporting information]
	






[Add additional paragraphs to provide further details or context]
	






[Include a closing paragraph that summarises the key points]
	






[(Optional) company mission statement: provide a brief overview of your company, including its values and key achievements]
	






[Media contact name]
[Title]
[Company name]
[Phone number]
[Email address]
[Company website]
[Include a note for editors: provide any additional information or resources that may be useful to the media, such as high-resolution images, videos or relevant links to outside articles]
	






This business tool/template is generic in nature and should be used for guidance and consideration only. By downloading and using this document, the user accepts that any use of the information contained therein is at the user’s sole risk, and the Government of South Australia disclaims responsibility for any loss or damage incurred as a result of such use. This document is not substitutes for legal or professional advice, and users should exercise their own skill and care in the use of these materials within a business setting. 
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