Preparing a Press Release

Contact Name

Contact Address

Contact E-mail

Date of Intended Release


Title


1st Paragraph

· The basic points should be presented.

· Who, what, when, where, why, & how much?

· Ultimately, the 1st paragraph should be able to stand alone as a complete summation of the most relevant points; use bold, underline, and italics to emphasize the most important points, such as time, date, cost, and location.


2nd Paragraph

· Greater detail is provided, e.g. if food served, what kind? Or, what other organizations are sponsoring the event or program?

· Supplemental information is offered to round out the bare facts of the 1st paragraph.

· Throughout the press release, use short, simple, active voice sentences (“X did Y,” as opposed to “Y was done by X”).


3rd Paragraph

· Paraphrase the essential facts

· Provide additional contact information, such as a program/event coordinator’s telephone or e-mail, and a website address for more detailed program/event information, if possible. 

· IMPORTANT: Press Releases should almost never exceed one page. Adjust line spacing, font size, and tabs if this poses a problem.



  ###





The triple “#” symbol is a recognized journalistic convention which indicates the end of the press release.





May be a specific date or often listed as “FOR IMMEDIATE RELEASE”





The title should be as brief as possible yet relay the gist of the press release; 4-8 words is ideal, and the use of bold and italics draws greater attention to it.








