
A Sample Press Release

Written on letterhead 
!

Your contact info and when  
they should announce this news 

(almost always "FOR IMMEDIATE RELEASE") !
Headline & Sub-headline 

Should sum up the whole thing! !
All the details 

The who, what, where,when, why and how of the  
information you want to disseminate. !

About your Rotary Club 
This should be standard on almost every press release,inviting  

people to attend a meeting to learn more,  
when and where you meet and how the public can contact you  

(phone, email, Facebook, web site, etc.) 
!

End of Story 
The three hashtags indicate the end of the press release, so  
any information below them will not be included in the story. !

More Contact Info 
After the story, be sure to offer up the opportunity for them to contact  

you for more information, with the best contact for the story. Here you can also 
include the caption(s) to any photo(s) that will accompany the press release. !!!

You can also send all of this same information in the body 
of an email if you would like. It is less formal, but not 

frowned upon as much this day and age! 
You should always be emailing press releases, no more fax 
or snail mail, and be sure to include an image - even if it is 

just the Rotary logo!


