the press release:
how to -

Thetried-and-true nethod of al ertingreporterstoeventsis the Press Rel ease.
Wen writing apress rel ease, renener the fol | ow ng basi ¢ rul es:

Use short sent ences e short first paragraphs
Use descri pti ve | anguage Hghlight the positives
I ncl ude the 5 V¢ and H

Wenyouareready towitetherel ease, consider thefaol | owng “rul es”
e Aways type ( doubl e space i f space al | ows)

e Keeptononorethan 2 pages - oneis preferred. If you use nore t han one page, put - MIRE-
at thebottomof thefirst pagetoalert thereporter that another pageis coning

e ke 8 1/2 x 11 paper
e Leave anpl e nargi ns (about 1 inch)

e A thetopof thefirst page, put the nane of the school, address, phone nunier and cont act
person and t he dat e t he r el ease was sent

Wen it comes tothe content of the rel ease, here are afewsuggestions:

e Decidethebest way tointroducethe story - the first paragraph shoul d “hook” your reader. |f
your event i s unique, stressthat.

e Beaccurate and obj ective - avoi d opi ni onat ed st at enent s.

e Trytoanswer as nany questions as you night askintherole of areporter.
e ke “everyday” | anguage - avoi d bureaucratic j argon. Use proper granmar.
e Beashbrief as possibl e, but nake sureto cover theinportant facts.

e [oubl e-check t he spel | i ng of nanes and al | phone nunioers | i st ed.

e Proofread, proofread, proofread. Have soneone el se edit your work.

e Type-30- or -end- or ### at the bottomof thelast page.

e Ifthestoryisrealyinportant, call aheadandtell thereporter therel easeis onthewvay. Then
folowupwthanother call.

e @ ve as nuch advance noti ce as possi bl e - about two weeks i s best.

* Resend a“remnder” the week-of the event.

Renentber, your press rel ease i s conpeti ngw th nmany others for the reporter’s tine. Use your i nagi na-
tionand be creati ve.
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