
Press Release Best Practices 
 

 Background 
o News outlets may copy and paste a press release in its entirety. The below items 

are best practices that can help maximize the impact of press release distribution 
and media pickup.  

o Try to keep your press release to one page total.  
 

 Opening Paragraph  
o Most readers do not make it past the opening paragraph of an article, so it is 

critical to have as much information as possible in the first few sentences, as well 
as: 

 Always include company full name in opening paragraph 
 Include an embedded link to your BUSINESS WEBSITE in the opening 

paragraph name mention (ex: Running Store ABC -- be sure this full 
name is linked to your website or social media page). 

 
 Business Spokesperson Inclusion  

o Be sure to include at least one quote from the owner or store manager - 
someone in a leadership position within the company and/or even the person 
who is most involved with the community.  Be sure to include their title with their 
name in the quote.  

o The quote only needs to be a few sentences. Two sentences minimum; five 
sentences maximum.  

 
 Company Services + Programs 

o If specific company services, community involvement, and/or programs are 
mentioned, link to additional context on the BUSINESSNAME.com site.  

 
 Boilerplate 

o A boilerplate is the last paragraph in a press release that tells readers about 
your business. This is an important piece of the press release because it tells 
readers about your business which supports credibility. This typically resembles 
what you have in your About Us section on your website, or the About section in 
your social media profile. Always include at least one full link to your company’s 
website in this section.  

 
Distribution - where to send your press release.  

 Use your press release as a way to share your store’s message with your internal team, 
stakeholders, community partners, and local/ regional media.  

 If applicable, post it on your website. 
 Send as a PDF attachment or copy/paste it into the body of  personalized emails.  
 Reach out to media contacts, individually, with your press release as an FYI. If you are 

willing to be interviewed or share more information on your store’s impact during this 
time, including that in your email to select media.  

 


