PREPARING A PRESS REL EASE

Format
» Double space and use wide margins.

* Include source information (name, address and phone number of the media should contact for
additional information) in upper left hand corner.

* Releasedate - in all capital |etters - appears below the source information.
* Theheadline- in al capital letters - briefly summarizes the content of the release.

» If release ismore than one page, break at the end of a paragraph so that the following page
begins with a new paragraph and type “MORE” at the bottom of the page.

 Type“END” after the last paragraph of your release.

Content & Style
» Put thevital details--who, what, when, where, why, how--at the beginning of the story.
* Include additional supporting details next.
* Include non-vital information toward the end of the release.
* Remember to acknowledge the support of ----

» Conclude with arequest for reader action, e.g., “for more information, please call XxXx-xxxx” or
“to reserve a sedt, write...”

» Use short sentences and paragraphs, and keep your wording as simple and direct as possible.

» Beobjective. Don't puff or glorify your story.

Distribution

* ldentify local print and broadcast journalists who regularly report on projects similar to yours
and send releases to them.

» Depending on your project, aso send releases to education, culture, media, and/or arts editors.
* Asalast resort, send releases to city editors.

» Mail releases early enough for journalists to plan coverage, but not so early that they forget about
the event (except for background information releases and events calendars, thisis usually one to
two weeks before the event).

Follow Up

» Follow up releases with a polite phone call asking reporters and editors if they received the
release and if they need any further information.

» Keepscopiesof all news coverage of your project.

Stress-Free Adult Programming Winter-Spring 2006 - This material has been created by Lynn Whitehouse for the Infopeople Project
[infopeople.org], supported by the U.S. Institute of Museum and Library Services under the provisions of the Library Services and
Technology Act, administered in California by the State Librarian. Any use of this material should credit the author and funding source.



