
 
 

 
 

How to Write a Press Release for an Event: The Ultimate Guide 

with Free Templates 

 
Creating a press release for an event can be daunting, but it’s a vital skill for ensuring media 
coverage and public awareness. This guide will walk you through the steps to craft an effective 

press release, along with free templates to get you started. 

 

Step-by-Step Guide to Writing a Press Release for an Event 

 

1. Start with a Catchy Headline: 

 Your headline should be clear, concise, and attention-grabbing 

 Example: “Grand Opening of [Event Name]: A Celebration of [Highlight Feature]” 

 

2. Craft a Strong Lead Paragraph: 

 Summarize the who, what, when, where, and why of the event 

 Example: “[Event Name] is set to take place on [Date] at [Location]. This event will 
feature [Highlight Feature] and is expected to attract [Audience].” 

 

3. Provide Detailed Information: 

 

 Include key details such as the event schedule, special guests, and activities 

 Use bullet points for easy readability. 

 

4. Add Quotes: 

 

 Include quotes from key organizers or notable attendees to add a personal touch. 

 Example: “[Organizer Name], [Title], said, ‘We are thrilled to bring this event to the 
community because [Reason].’” 

 

5. Include a Call to Action: 

 

 Encourage readers to attend the event or visit a website for more information. 

 Example: “Join us for an unforgettable experience at [Event Name]. For more details, 
visit [Website].” 

 

6. End with Boilerplate Information: 

 

 Provide a brief description of the organizing company or entity 

 Example: “[Company Name] is a leading [Industry] company dedicated to [Mission 

Statement].” 

 

7. Provide Contact Information: 

 



 Include the contact details of the PR person or event coordinator for follow-up 

questions. 

 Example: “For press inquiries, please contact [Name] at [Email] or [Phone Number].” 

 

Format Properly: 

 

 Keep it to one page. 

 Use a standard font like Times New Roman or Arial, 10-12 point size. 

 Include the date of release and a “For Immediate Release” statement at the top. 
 

Proofread: 

 

 Ensure there are no grammatical or typographical errors. 

 Read it aloud to catch awkward phrasing. 

 

 

Tips for Distribution 

 
 Send to the Right People: Target journalists and media outlets that cover your 

industry or event type. 

 Use a Press Release Distribution Service: Consider using services like PR Newswire, 

Business Wire, or local news distribution platforms. 

 Follow Up: After sending the press release, follow up with key contacts to ensure they 

received it and answer any questions they might have. 

 

By following this guide and using the templates provided, you can create an effective press 

release that captures attention and drives interest in your event. 


