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Margaret R. Kohut, MSW
Principal, Rocky Mountain Way Freelance Writing

______________________________________________________________________

New Personnel Press Release Template

FOR IMMEDIATE RELEASE

Contact:  Name and title

Company name

Phone:

Email:

Web Site: 

Title

Any city, State – November 18, 06 –First paragraph (What) Make the first two sentences have major impact.  Who has been hired?  Why? 
Second paragraph (Who) Who is making the announcement about new personnel?  Give the name and title of the person making the announcement.

Subsequent paragraphs – Add pertinent details about the new personnel and why this is newsworthy.  Keep the reader "hooked."  Make the reader want to read more about why the hiring of new personnel is relevant.  Why is/are the new personnel important to the general public?  Include details of the new personnel's past experience and why their expertise is important to the company and to the company's customers.  Answer the reader's question, "Why should I care?"  
Final paragraph –give brief overview of the company.

# # #

(means end of press release)

OR                                                                   --more—

                                                       (means go to second page)
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