
HOW TO WRITE A PRESS RELEASE 
 
Some helpful hints when writing a press release:  
1. Use Arial font per GSUSA brand guidelines. 
2. Start by focusing on what is most newsworthy.  
3. If you are having trouble with a release, take a breather. Step away and come back to it with 
a clear mind.  
4. Proofread, proofread, proofread. It can be easier to catch errors when reading a hard copy 
rather than a computer screen.  
5. If you need ideas or a second set of eyes, send the release to the council marketing staff at 
marketing@girlscoutseasternmass.org. 

 
FOR IMMEDIATE RELEASE 
Contact: Name, Phone Number and email address of person the press should contact for more 
info. 
  

Title  
(something short and catchy, use large, bold font) 

If your event is multi-faceted, you can add a sub-head in a smaller, non-bold font  
 
Your town or where event will be held, MA (DATE, 20XX) — State the facts in the first 
paragraph. Who, what, when and where are the most important details.  
 
Describe what is special about the topic and why it is newsworthy. What is the purpose? Why is 
this special? Who is being impacted by this story? Is it the first of its kind or celebrating an 
important anniversary? Will key community members attend?  
 
Insert a quote, (when quoting someone, make sure to get their approval).  
 
“To learn more…” Provide information about ticket purchase, a URL for more information, or 
some other call to action.  
 
###  
 
Use Girl Scouts of Eastern Massachusetts’ boilerplate and/or a similar paragraph about your 
troop or Service Unit. If you have an event partner, it is appropriate to also include their 
boilerplate and have them review/approve your release. 
 
We're Girl Scouts of Eastern Massachusetts (GSEMA) We’re 47,000 strong, with 32,000 girls and 
15,000 volunteers in 178 communities in eastern Massachusetts who believe in the power of every 
G.I.R.L. (Go-getter, Innovator, Risk-taker, Leader)™ to change the world. Girl Scouts is the preeminent 
leadership development organization for girls. GSEMA is the 10th largest Girl Scout council in the United 
States, building girls of courage, confidence, and character, who make the world a better place. To 
volunteer, reconnect, donate, join, or learn more, visit gsema.org. 
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