Press release template
Use this template to help structure your charity’s press release. You don’t need to have all the answers before applying to the Media Trust and PA Media Charity Press Programme, but this information will help us understand your story and what makes it newsworthy.
Press release headline
Write a clear, engaging headline that summarises the main story or announcement
Example: Local charity launches new project to support young people facing mental health crisis
Press release content
[Date and location]
Start with your strongest news point. What has happened, what is new, and why does it matter?
Write the main body of your press release. Include key details such as:
· What has happened? 
· Who is involved? 
· Why is this important now? 
· Who benefits? 
· Any key statistics, evidence or case studies? 
· Quotes from relevant people (for example, charity leaders, people with lived experience, volunteers or partners)] 
Quote
“Add your strongest quote here. A good quote should add insight, emotion or a human perspective rather than simply repeat facts.”
Continue with any additional background information or details journalists may need.
Notes to editors (optional)
Use this section for additional information that may be useful to journalists but doesn’t belong in the main story.
You could include:
· About your organisation 
· Further statistics or research 
· Links to relevant reports or webpages 
· Background information about your campaign, service or announcement 
Media contact details
Contact name:
[Name]
Organisation/media contact:
[Name of charity or media team]
Phone number:
[Phone number]
Email address:
[Email address]
Press release timing
Release date and time:
When would you like this press release to be distributed?
Embargo date and time (if applicable):
If you do not want this information shared before a specific date/time, add details here.
Please note: if your press release is sent under embargo, it will be redistributed again when the embargo lifts, meaning it will be sent out twice.
Images and logos
You can send up to three images and your charity’s logo with your press release.
If you include images:
· Send files in .jpg or .png format 
· Keep each image under 5MB 
· Include a full caption and copyright details for each image 
· You must own the copyright for any images submitted and have permission for them to be distributed by media organisations 
