10 TIPS FOR WRITING A GOOD PRESS RELEASE

1.
TYPE, never hand-write, double space and use BIG margins. Leave lots of white space. Editors use the white space to EDIT.

2.
Avoid BIG letterheads. They take up space on the page and can shout “My message is weak, but look at my credentials.” There’s nothing wrong with using plain white paper.

3.
Indicate the source. Upper left hand corner should contain the name, address, and phone number of the person or firm sending the release.

4.
Name the contact. Skip a few lines below the source and list the person to call for more information.  Listing a home phone ( or cell phone/beeper) in addition to the business number indicates your willingness to be helpful

5.
Provide release instructions...Either FOR IMMEDIATE RELEASE or FOR RELEASE MONDAY JUNE 8TH. Don? leave too long a hold time, though, or your release will likely be buried or forgotten

6.
Headline optional.
Editor may wish to add their own headline, so leave about a 2" space so the editor can pen something in.

7.
Dateline?our Town, USA. It? called a dateline because the date is the important part. If you include a place, it should be the place where the story originates. And if you include a date within the story, use the whole date.

8.
Write concisely. The first paragraph should answer the 5 W?: who, what, when, where, and why.

9.
The mechanics. Try to keep the release to one single page. If you need more than one page to complete the release put
?more? at the bottom center of the page and be sure the pages are numbered. The succeeding pages should be “slugged” that is, tagged with an identifying headline or subject reference. My example would have said WUN Publications, Inc. - 2.

10.
When you reach the end of your press release, use four # signs centered at the end of the page or -ND- centered in the page 

