PRESS RELEASE TEMPLATE
[For offline distribution, include your contact info at the top. For online, put it at the bottom.]
Your Name 
Your Address

Your Phone

FOR IMMEDIATE RELEASE [Replace with FOR RELEASE ON {DATE} if you want them to hold it for later]
Your Headline Should Be In Title Case And Written In Clear Language

Your subtitle gives more explanation and is written as a complete sentence. 

CITY, State, MONTH XX, 2014 – This is the first paragraph. It should contain all relevant information including who, what, where, when and why. Assume that your readers will only read this paragraph, and give them everything they need to know. Use language you would find in the first paragraph of a newspaper article.  

The following paragraphs support your first paragraph and can include additional details about your event, why you wrote the book, who your audience is, and any other interesting facts. Keep in mind that press releases are always written in third person (no “I” or “you”) and should read like a news piece. Include quotes from readers or your event host, if you have them. 
Aim for 500 to 800 words in length, and end with a paragraph about you. For example: Annie Writer has been selling on eBay successfully since 2003, when she created her first listing. Through her website and blog, she trains new eBay sellers to use her proven techniques to attract more attention to their sales and earn higher profits on auctions while avoiding the most common pitfalls. You can reach Annie at annie@writer.com or through her website, http://yoursite.com. 
###

[For offline distribution, include your contact info at the top. For online, put it at the bottom.]
MEDIA CONTACT

Your Name 

Your Address

Your Phone

