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How to…write a press release

A press release is simply a statement prepared for distribution to the media. It should give journalists information that is useful, accurate and interesting.

It should answer all of the W questions (who, what, where, when and why) about your organisation or event.

Try to write your press release/story as you would like to have it reported and always write your story with the media in mind -

· Keep it concise

· Make each word count

· Avoid jargon

· Stick to the facts and avoid fluff
· Proofread your work properly – check your spelling and grammar
Structuring your release

It is important that your press release looks professionally produced and is written to an easy to follow formula.
Firstly, say what it is

At the very top of the page, the Title 'Press release' should be centred in bold and the largest text on the page.
Grab their attention

Below the title is the headline. It should also be centred and bold. The heading is a one-line description of the event. It should be short, snappy and clever, if you can! It should be designed to capture the journalists’ attention, impressing them enough to read on.
Facts and figures

The next two paragraphs present the useful, accurate and interesting body of the press release.

The body is a couple of short paragraphs which explain all the 'W's: who, what, where, when

and why. The first paragraph of the press release should capture the journalists’ interest and contain a summary of your message. Remember the key information to include in the body text is:

· What the event is for

· Who the event is for

· Why the event is happening and why people should care

· Where and when the event is happening
Get a quote

Use a quote in your press release to give it a personal touch and make your story come alive. Always name your source, say what their involvement with the project is - and be certain

to get their permission to be quoted.
Final paragraph

The final paragraph is a brief summary of the release and further information about you and your organisation.
Finish with a clear name and telephone number that a journalist can use to find out more.

Overview and checklist
Your press release should be typed in a clear, sans serif font such as Arial or Gill Sans MT. 
Try to keep your entire press release on one side of an A4 page. If you really must go to a second page, make sure you indicate 'page two' in the top right-hand corner.

When you are finished, run through this checklist:
· Press release - in bold and a larger size

· Headline in bold

· Body (who, what, when, where and why)

· Quotation – add the personal touch

· Contact – name and number in bold

· Proof read – basic font, check spelling, page numbers

· The best way to send your press release to a journalist is electronically by email
