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Why?  It takes a very minimal amount of time to prepare a press 

release to send to your local newspaper.  If you are coordinating this with 

an event that you are planning, you should submit your press release about 

two weeks prior to your event date.  You may also want to contact your 

local news station to see if you can get coverage from them also.  When writing 

your press release and speaking with the news, make the focal point on how their audience is 

going to relate and connect to the event.  The idea is to try to get your name out into the 

community in a big way and for free!   

  

How?  There are seven basic elements that every press release 

should have in terms of content and how it appears.  They are listed 

below. 

  

FOR IMMEDIATE RELEASE:  These words should appear in the upper left-hand margin, 

just under your letterhead. 

  

Contact Information:  Skip a line or two after the release statement and list the name, title, 

telephone/fax numbers of your company spokesperson.  Make sure you include your home phone 

number so reporters can contact you after hours. 

  

Headline:  Skip two lines after your contact information and use a boldface type.  

  

Dateline:  This should be the city your press release is issued from and the date you are mailing 

your release. 

  

Lead Paragraph:  The first paragraph needs to grasp the reader’s attention and should contain 

the relevant information to your message such as the five W’s (who, what, when, where and 

why). 

  

Text:  The main body of your press release where your message should fully develop. 

  

Recap:  At the lower left-hand corner of your last page restate your event specifications and 

highlights. 

  

Media Coverage -  
 Writing a Press Release 

A great web site to visit 

for additional information 

on how to write a media 

worthy press release is: 
www.press-release-writing.com 
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Here is a sample of an actual press release that was submitted and printed by an agent to his local 

newspaper.  This release is a great example of using the seven principles listed above.   

Spotlight:  This particular agent held a movie event at a local theater for their clients.  They 

sent a press release to their local newspaper which resulted in a nice profile about them in the 

Neighbors section of their local newspaper.  Although the paper did not write about the actual 

event, the profile was read by many people in the community and still helped to validate this 

agent’s business.  In addition to getting free media attention, they were also able to get the 

theater to put the name of the movie and a “Sponsored by John Smith of Smith and Associate’s.” 

on the marquee outside of the theater!   

 **All personal information has been edited from the following press release to maintain the privacy of the agent**   

 


