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Press Release Templates
Event, product launch and company announcement templates in standard press release format.
Choose the template that fits your news, then replace everything in [square brackets]. Don't leave any placeholders in.
Keep the finished release to 400 to 600 words. Put the most important facts in the first paragraph, include a real person's direct contact details, and proofread every name, date and link before you send it.
What every press release includes
•  "FOR IMMEDIATE RELEASE" or a release date
•  Contact details: name, title, phone and email
•  A clear headline, and an optional subheadline
•  A dateline: city, state and date
•  A lead paragraph covering who, what, when, where, why and how
•  Supporting paragraphs with quotes and details
•  A short "About" paragraph on your organization
•  A closing mark: ### or -END-
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Event Press Release Template
	FOR IMMEDIATE RELEASE
 
Contact: [Your Name]
[Your Title]
[Phone Number]
[Email Address]
 
[Your Organization] Announces [Event Name] on [Date]
 
[Brief subheadline describing the event's significance]
 
[CITY, STATE] – [Date] – [Organization name] today announced [event name], a [event type] taking place on [date] at [location]. The event will [primary purpose/benefit] and features [key highlights].
 
"[Quote from executive about event significance and what attendees will gain]," said [Name, Title]. "[Additional context about why this event matters now]."
 
The [event name] will include [specific activities, speakers, or experiences]. Attendees will have the opportunity to [key benefits]. [Additional relevant details about agenda, speakers, or unique aspects].
 
[Second quote from partner, sponsor, or participant providing different perspective or additional excitement].
 
Registration is now open at [website]. [Pricing information if applicable]. For more information, visit [website] or contact [contact details].
 
About [Organization Name]
[2-3 sentences describing your organization, mission, and credentials].
 
###


Product Launch Press Release Template
	FOR IMMEDIATE RELEASE
 
Contact: [Your Name]
[Your Title]
[Phone Number]
[Email Address]
 
[Company] Launches [Product Name]: [Key Benefit]
 
[Subheadline explaining what makes this product different or significant]
 
[CITY, STATE] – [Date] – [Company name], a leading [industry descriptor], today launched [product name], a [product category] designed to [primary problem it solves]. The new [product] is available [where and when].
 
"[Quote from executive about the problem the product solves and its unique value]," said [Name, Title]. "[Additional context about market need or customer demand]."
 
[Product name] features [key feature 1], [key feature 2], and [key feature 3]. [Explain how these features benefit customers]. The product is designed for [target audience] who [specific use case or pain point].
 
Key features include:
- [Feature 1 and benefit]
- [Feature 2 and benefit]
- [Feature 3 and benefit]
 
[Customer or partner quote providing validation or testimonial].
 
[Product name] is available [where to purchase/access] starting [date] for [pricing]. For more information, visit [website].
 
About [Company Name]
[2-3 sentences about company, industry position, and relevant credentials].
 
###


Company Announcement Press Release Template
	FOR IMMEDIATE RELEASE
 
Contact: [Your Name]
[Your Title]
[Phone Number]
[Email Address]
 
[Company] Announces [Milestone/News]
 
[Subheadline providing key detail or significance]
 
[CITY, STATE] – [Date] – [Company name] today announced [the news/milestone/change]. This [announcement type] [explain the impact or significance].
 
"[Executive quote explaining the significance and what it means for the company and stakeholders]," said [Name, Title].
 
[Provide specific details about the announcement]. [Include relevant context like timeline, scope, or numbers that make the news concrete and credible].
 
[Additional details or background information that supports the announcement]. [How this fits into the company's broader strategy or mission].
 
[Optional second quote from another stakeholder providing different perspective].
 
For more information about [company] and [topic], visit [website].
 
About [Company Name]
[2-3 sentences describing the company and its position in the industry].
 
###
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