
Writing a News Release 
 

When writing a news release it is important to do the following things: 
Hook the media person right at the beginning. Unlike a “novel” or “story,” where the 
whole idea is to keep your reader in suspense until the end, a news release tells the last 
line of your story first. 
Grab media interest with a catchy headline. 
Tell your story in the most concise way possible, be specific with statistics – but just men-
tion the strongest ones. 
Be sure to provide answers to who, what, why, when and where. 
Let the media know the dates and times of events and be sure they have proper contact 
information in case they have questions. 
Use 1.5 spaces between lines so that it is easier to read. 
If you can include a quote from a spokesperson or expert, do so. It adds credibility. 
Always finish your release by placing the symbol “– 30 –” centered below the last line of 
text but above the boilerplate (i.e., the standard description of your organization). This sig-
nifies that your communication is over and the recipient has received all the information. 
If you have more than one page in your news release, put a …/2 at the bottom of the first 
page to signify that you have another page to come. This will ensure that nothing gets 
mixed up at the other end of a printer or fax machine. 
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