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Sample Event Press Release Format

[Title of Event]

[Write a very short description with no more than 3 lines about event.]

WHAT: [ Write the Event Name]

[This paragraph goes on about full description about the event. Indicate what the event is all about, its participants, speakers and guests who will take part in the event. You can also mention about asponsors.]

[Explain briefly what shows, seminars are taking place in the event. You can also mention here about free lunches, gifts, contests for participants in the event, if any.

WHEN: [DATE AND TIMINGS OF YOUR EVENT]

Example: Saturday, February 16, 2009 from 11am-1pm 

WHERE: [LOCATION OF EVENT - FULL ADDRESS]

WHY: 
[This WHY is optional and if you want you can omit this.]

This paragraph says in general why you are organizing the event (cause) and how it could benefit anybody. For example if you are organizing a seminar on a medical disease, you should talk about disease in general and how this event would work great to create awareness.
Admission:
[Indicate here who can come and if there is any cost, then you must mention here]

Registration:

[Specify how or who to get in touch for making reservations. Specify a website or a contact person with phone]
About the Company:

[This is a boiler plate. Give a short background information about profile of company organizing the event]

Media contact

Give contact address and phone for media contact including general inquiries about the event.
