Press Releases

Anyone can write a press release! They are an easy and free way to get publicity for your organization. When written correctly, press releases are a concise summary of the details of your message, and can be the most valuable way to reach your audience. You can submit releases to daily newspapers, weekly newspapers, magazines and news channels. It is the perfect way to get free publicity for an upcoming event or to get out an important message.

Basic format of a press release:

· 1-2 pages maximum

· Strong opening sentence that answers “Why is this important to my audience?”

· End mark (###  or -30-)

· Typed and evenly spaced

Press releases need to be clear and to the point. Editors do not want to read through excessive words to find the point of the release. The headline should summarize the release and attract readers. 

Photos can be a great way to enhance your release, if it fits. Many smaller publications will accept pictures, but larger ones will not. Keep in mind who you are sending the release to and who your audience is.

Include the following in your release:

· Contact name, organization and phone number

· Headline as identifier

· Release date for article (most of the time it will be “For Immediate Release’”)

· Who, what, where, when and why as relevant to release topic

· If using statistics or facts, make sure your give credit where it is deserved.

Before submitting your release, remember to proofread it. This step is crucial in getting your release published. Print your document and read it again. Try having three other people read your work, as well.
When submitting your press release, be sure to use the editor’s correct title. For example, the editors of daily newspapers are called “City Editor,” but editors for weekly newspapers and magazines are called “Editor.” Check the publication’s web site for correct title and spelling of name. 

By following these suggestions, you should have press releases that will entice readers to learn more about your agency. Below is a sample of how a press release should look and be written.
FOR IMMEDIATE RELEASE



Contact Name
Date written







Organization










Phone Number

Headline of the Press Release

Should be creative and interesting.

(City, ST)— The first paragraph should begin with a strong lead to grab the attention of the media. This paragraph should answer the 5W’s, who, what, where, when and why.

Additional paragraphs will dive into more details about the release. This should provide enough details to write an article from of the release with few questions from you. 

Since members of the media will be reading this release, make sure the information in the release is grammatically correct.
“You can also add quotes from key staff members within the following paragraphs.” Remember to keep these quotes factually correct so it will get picked up.

The last paragraph should restate the important facts within the release. It should be a summary of the release and have a call for action, if necessary. Try using the pyramid model when writing a press release. Start with the most important information and end with the least.

###
This should be the boilerplate information about your organization. The boilerplate is just background information on your organization. It does not have to be longer than a couple of sentences. It serves to be background filler for the article.

Enclosure: The end of the press release is also where you would add if you have enclosed a photo or any additional information for the media. 
