How to write a Press Release
Press releases inform the media of up and coming news and events involving your business. They are a form of free communication to the public. Press releases serve as announcements to the public, purposely making them aware of what is happening in the near future.  
A good relationship with your local newspaper will help, in the pursuit of getting your press release published. A press release is printed at the discretion of the newspaper editor. If there is space available in the future publication, your press release might have a chance of being published. If your press release has a good headline and is relevant to any other topics printed, it has an even better chance of being published.
Guidelines when preparing a press release

· Write a great headline.
· Think of the press release as a quick look at the highlights of the event or announcement.                    

· Never write longer than one page.  Keep sentences short.  Keep paragraphs short.                

· Include the five W's - What, Why, Who, Where, When - in the first or second paragraph.  The rest of the press release covers "How".                      

· Spell every name correctly.   

· Every press release must be typewritten.  Leave one-inch margins and double space.                      

· Include the name of the contact person more than one telephone number if possible, fax number and an email address                     

· Find an angle to make your press release unique.                      

If the media outlet chooses to publish the press release in the newspaper, they may shorten it by eliminating the information found at the bottom of the release.  So, be sure that vital details are not at the bottom.  Rule of thumb, only the first two paragraphs may make it into the newspaper.  If photographs accompany the press release, include a brief caption.  Include names, dates and locations for EVERY photograph.  

THE HEADLINE:
· Get to the point of the message you are trying to get across with a catchy headline.  It must grab the reader from the start and make them want to read further.  Do not worry about not being able to fit in as much information as possible in the headline.  You can use the sub heading to flesh out your point.

· Most of the time, editors won’t read beyond the headline to see if your release is worth column inches, so this is the most important part of the press release.

· If you are having difficulty condensing your headline.  First write out a grammatically correct sentence, and then just knock off words until you have it short enough to fit in one line on the top of the page.  Again, you can use the sub heading to go into more detail.
WORDING:
· Do not exaggerate the claims of what the event or business can offer, for example, don’t claim you have twenty years industry experience, if you on have ten. Honesty is important.  Avoid using flowery language, buzzwords or clichés.  This just clutters your message and will make the release unnecessarily longer than it should be.  Keep it simple with just the facts. 
· If you want to talk up your business, allow quotes to do the work for you.  A past or present client could back up the claims being made within the press release.  
THE BODY TEXT:
· The most effective press releases use the inverted pyramid.  This writing model allows the reader to find out the most important information first, with the less important information to follow.  That way you cut to the chase early and save the recipients of the press release a lot of time.

· The ‘What’ you are announcing and the ‘Why it’s a big deal’ should be the first questions you answer.  These may have been touched on in the headline and the sub heading, but they obviously need to be fleshed out.
· The ‘Who, Where, When and How’ need to be addressed, but are deeper in the press release for a reason.  It is less important information that takes a back seat to the main point of the press release.  Do not leave out vital information in a press release, for example, the date, time and venue for your event.  Do not assume everyone has already heard of you.
LENGTH:
· A press release should be just one page long.  No matter how important you think, it is, remember it is up to your audience to make up their minds as to its newsworthiness.

CONTACT INFO:
· This should always be at the bottom of the page for the reader and it should be comprehensive, including Web site addresses, e-mails and fax numbers.  
Sample Press Release

Dear Editor,

Contact: John Smith





(FOR IMMEDIATE RELEASE)
Telephone: 05786 00000

Email: info@artistsway.ie
Web: www.artistsway.ie (this contact information is for the editor and is at the top of the email)
<Headline>Art for Everyone <Headline>
The ‘Artists Way’ group is having an ‘Open Evening’ for all adults interested in expanding their creative horizons. 

The ‘Open Evening’ will take place in the Heritage Hotel, Portlaoise at 8pm on Thursday 10th November 2008.  For further information please contact John Smith on 05786 00000 or visit our website www.artistsway.ie

The Artists Way is based in Stradbally and works on developing your creative mind and your inner artist. The Artists Way teaches new techniques for expanding the right-hand side or the creative side of your brain.

Courses vary from, Life Drawing, Painting with Oils, Painting with Acrylics, Watercolours and Pastels.

There will be guest speakers from the National College of Art and Design, Dunamaise Arts Centre and Laois County Council.

All attendees who purchase a course on the night will receive a Winsor & Newton artist’s pack!

There will be tea, coffee and some light refreshments available.

Contact John Smith on 05786 00000 Fax: 05786 10000 or visit our website www.artistsway.ie or email info@artistsway.ie for further information.
