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HOW TO PREPARE A PRESS RELEASE
by Kay Shoudy

HOW TO WRITE IT
A press release is a short, concise statement prepared for distribution to media.  It should be useful, accurate and interesting.  It should always be printed on HHH letterhead with address, web address at the top of the page.

The first line should be PRESS RELEASE spelled in CAPS and centered in BOLD.  The press release contact person and their phone number should appear immediately below this line.

If the press release is for immediate release it should be indicated underneath in CAPS on the left margin directly above the title. 

A title or headline should be centered in BOLD.  It should be short and snappy–if possible a grabber!

The body of the press release should begin with the date and city in which the release in originated.  This section is the who, what, where, when and why of the release which should be explained briefly in the first paragraph.

The second paragraph should say why you should care about this release.  Sometime a quote or other information can lend a personal touch.

The third paragraph is the summary and boilerplate.  It should explain something about the organization and reiterate the contact information.

A professional press release is ended with 3 # symbols, centered.  This is a journalistic standard.

CHECKLIST
$ 
Company letterhead, name, address, phone number if possible.

$ 
PRESS RELEASE, centered in caps and bold.

$ 
Contact person’s name and phone number.

$ 
IMMEDIATE RELEASE or release date on left margin, in caps.

$ 
HEADLINE or TITLE in Bold/caps.

$ 
Body: Date/city, who, what, where, when, why.

$ 
Catchy text.

$ 
Sum it up.

$ 
Basic font, double spaced, page number and ###.

WRITING TIPS
Is it newsworthy?  Start strong and write for the media.

Does your text illustrate examples, problems, facts?  And stick to the facts.

Pick and angle and use the active, not passive voice, but avoid hype..

Be economical with words and make each word count.  Beware of jargon.

Source: Luan Aten, Cityscape Communications, www.cityscape.net

