


TIPS FOR WRITING NEWS RELEASES

REMEMBER:

· Make sure your story is NEWSWORTHY:  When you distribute information that is only of interest to you, it ends up in the wastebasket or deleted items of an editor’s or reporter’s email. 
· Get it NOTICED:  You have lots of COMPETITION for the air/time/space available, so make certain that what you write is interesting, colourful or unusual information. 
· Get it out RIGHT AWAY:  News of an event is only news when it HAPPENS – the next day it is dead. 


CONTENT:

· In news writing, begin with the most IMPORTANT information first, then fill in the background information. This is done for two reasons:  (1) people often scan the media so you need to highlight the most important information up-front and  (2) editors always edit a piece or story from the bottom up, so you want to ensure that if yours is cut, the most important information gets used. 

· The main facts in the first paragraph should answer as many of the relevant 5 W’s (who, what, where, when, why) and ‘how’ as possible. 

· Make sure that your news release is ACCURATE and FACTUAL. Use active verbs and short sentences. Avoid using abbreviations. Don’t (over) hype your business or organization. 

· If you want the news release used/considered for use IMMEDIATELY, write FOR IMMEDIATE RELEASE at the top of the page. Also, be sure to include the complete distribution date (e.g. September 23, 1998). 

· If, on the other hand, the release is for use at a SPECIFIC TIME, indicate so, as follows:  
FOR RELEASE AT 7 P.M. EST JANUARY 6, 2010. 

· At the top or bottom of the news release, give the names, titles and contact information who can be contacted for MORE INFORMATION. Also, make sure the release is clear about the name of the organization distributing the release. This is best accomplished by issuing the news release on organizational letterhead/masthead or including a high-quality identifying logo on the top of the release. 

· Put ‘-30-‘ or ‘###’ at the end of the body copy of the release to signify the end of the release. 

FORMAT:

· For a TYPED NEWS RELEASE, use 8.5 x 11 inch paper. Double space the lines and leave plenty of margin. Try not to hyphenate words at the end of lines. Don’t carry a paragraph over to the next page. 

DISTRIBUTION:

· As most news releases are now distributed ELECTRONICALLY, you can insert the copy of a news release write into the body of an email, but be sure to attach a final/finished version of the news release, in proper format, as a Word document. 

· Inclusion or attachment of an appropriate PHOTOGRAPH/DIGITAL PICTURE, of production ready quality, may be attached to or distributed with the news release. 

· If you are certain of the individual EDITORIAL CONTACT at the media outlet to whom your news release should be sent, send it to him/her directly. However, if you are not certain about to whom it should go and/or their availability at the time of distribution of your release, send it to the editorial contact for the department in question. In an effort to establish relationships with individual reporters, be sure to keep your contacts list and accompanying information up-to-date. 
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