
Draft Press Release for Stakeholders 

Date: [Insert Date] 

To: [Stakeholder Names/Organizations] 

From: [Your Company/Organization Name] 

Subject: [Brief Subject Line of the Press Release] 

Dear [Stakeholders/Specific Names], 

We are pleased to share the following draft press release intended for circulation. Your feedback 

and insights are valuable as we aim to communicate effectively with our audience. 

[Headline of Press Release] 

[City, State] -- [Date] -- [Opening paragraph: the who, what, when, where, why, and how of the 

news]. 

[Further details and quotes about the announcement, ensuring clarity and relevance to 

stakeholders]. 

[Additional information that provides context, such as background or impact of the news.] 

For more information: 

[Contact Information] 

We appreciate your input on this draft. Please send any comments or suggestions by [Insert 

Deadline Date]. 

Thank you for your ongoing support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


