LOGO OR LETTERHEAD BITS UP TOP
FOR IMMEDIATE RELEASE

Contact name
Phone #
Email
Website

AP-Style headline (sentence case, numerals, single quotes, present-tense, infinitive for future)
CITY, STATE, Month, Date – First paragraph that provides the 5 W’s and H. The so-what is optional. Keep each paragraph to about three sentences, except this first one can be shorter. If you make everything concise and still get the message across that’s a win.
If the so-what isn’t in that paragraph, put it in this one. If it’s in that paragraph, use this one to substantiate and expand on the subject. Ending with a quote is fine.
If that paragraph didn’t end in a quote, start this one with a quote. Expand on the previous paragraph or add proofs. This is a good place to add social impact dimensions.
In this paragraph, provide details and re-state contact information.
This is where you would put any boilerplate; no one will read it and it won’t take away any value.

