The Elements of a Good Press Release

· The press release is still the best way to garner media attention and get your news and information out there.

· Make it newsworthy. Make sure the subject is appropriate for a release. Is it news? Is it current? Is it of interest to local readers, listeners or viewers? 

· Your headline should say it all. Write a short, factual headline that summarizes news. 

· Write short. Summarize key points in the lead paragraph. If you can't, you might not have a clear message of what you want to say. Put important factual information toward the beginning. 

· Keep it simple. Use simple, declarative sentences, short paragraphs and common words. 

· Write in newspaper style. It could ensure that your release is used and save it from being edited - or, worse, thrown into the trash. 

· Quotes count. Include a quote from your president or resident expert. The quote should be short and summarize the facts of your story, not repeat what you have already said. 

· Provide photographs. If you have photographs, make them available. 

· Provide vital information. Include your name, telephone number and release date. The release date is the date it arrives on an editor's desk - otherwise it is already old news when the editor sees it. 

· Appearances count. Your release should be neat in appearance, double-spaces, with clean margins and space at the top and bottom. 

· Keep it short. Try to keep your release to one page. However, if it is longer, never break a paragraph at the bottom of a page. End it and start new on the next page. 

· Think local angle. Provide the local angle in your release; try to provide statistics that indicate the value or importance of the issue to your local area. Example: Your credit union has 30,000 members, all potential readers or viewers of a particular area.
