
 

HOW TO WRITE A PRESS RELEASE 
Who - What – Why – Where - When 

 
 
Before starting to writing your press release, sit down and have a good think. Isolate 
exactly what key point is. This is concise memo in which you are telling professionally 
cynical journalist all about something you think will interest them: news! 
 
And remember, this is not advertising copy. Tell the journalist that your company, Acme 
Fastners, has just: ‘Taken the world of wood fixing technology by storm with the launch of 
its revolutionary new 5cm Teflon coated hammer-inserted gun metal joining pins’ and they 
will merely sigh, and, perhaps, write one paragraph about your latest nail. 
 
To put it another way – imagine you are a busy news editor with an inbox full of messages 
from companies just itching to tell you about their latest development. You have limited 
time and even more limited space; so which ones do you pick? 
 
The basics of how to write a press release were laid down by decades ago as follows: 

• WHO – are you? 

• WHAT – precisely are you announcing. 

• WHY – has this been done. 

• WHERE – is it happening. 

• WHEN –  is it happening. 
 
Then there is the structure of the copy. Use format the journalist is familiar with and you are 
more likely to keep them reading. In one sheet of A4 you should be able to include; 
 

THE HEADLINE – Write this last 
Sub-Headline – If needed. Some explanation or added note eg: Caption 

Intro – The story in one or two sentences. 
Par 2 – A succinct further explanation of what you are revealing. 

 
At this point (60 seconds) you will have either gained, or lost, the busy journalist’s attention. 

 
Par 3 – The background to what you have done. 

Par 4 – A quote from the MD – This must add to the story not just repeat the above. 
Par 5 – More details in case the journalist reads this far. 

Par 6 – The place for anything else you need to say. 
Bottom of the release – Name & contact details for more info. Include mobile. 

 
For more details please see our additional press release examples. 
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