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Writing a Press Release

Press releases are the main tool used to communicate with journalists, and can be a great promotional tool for business, events and services, if they are properly written and presented.

A press release is a short, simple statement from your organisation to the media, which should explain the story you are trying to promote and all the necessary information for a journalist to write an article.

Your press release should include:

· What is happening

· When is it happening

· Where is it happening 
· Who is doing it
· And WHY is it happening
A press release should be written with the journalist and a publication’s readers in mind, this could be; 

· An in house university magazine
· A local newspaper

· A trade and industry publication

· A article for the Students’ Union paper

· An online editorial

Press releases are not meant to tell the whole story, but give facts, figures and a taster journalist as to why readers need to know about it.  
· 1 side of A4 ideal 400 – 500 words approximately

· Keep it neat and attractive, double spaced, one inch margins each side

· Use good quality paper
· Print the release on letterhead
· Proof read your release several times over, and read out loud to pick out any mistakes you may have missed.

Organise the information so the most important information appears first 

Information should be concise, accurate, and contain correct grammar, spelling and punctuation, avoid jargon.
Write about yourself, the event in the third person

Use quotes and reactions and look for new ways to sell the story, bring a new angle into the news release.  Human interest aspects can often be used to spark an interest
Release Timing: 
(IMMEDIATE RELEASE or HOLD FOR RELEASE UNTIL 16th October 2006)

Target: 
(The journalist / editor or individual you wish to inform / contact)

Headline:  NATIONAL STDUENT EMPLOYMENT WEEK

 (USE CAPITALS HERE keep it short and snappy use alliteration, colons or offer tips)

Sub-Headline (Optional)

Date: (The date the release will be distributed)

Location: (insert your institution, the venue if hosting an event)
Introductory Paragraph: 

Who, What, Where, When, Why
Second paragraph:
Additional Information
Subsequent paragraphs:
For further information:

Include contact information and any other relevant details for the media to follow up 
E.g. NASES.
About your company or service: 
A sentence that briefly describes your company and its services.
Two Sample Press Releases from Previous NSEW’s: 
PRESS RELEASE

Date: 

Title: Taking lessons from America

RENOWNED for doing things bigger and better, the Students Union at the University of Teesside is looking to America for tips on making National Student Employment Week a raging success, to raise the plight for students up and down the country looking for part time work to subsidise their studies.

The Students’ Union’s own student employment service, UniTEC, is a member of NASES (National Association of Student Employment Staff) responsible for the initiative taking place between the 4th and 8th of March.  UniTEC joins over xxx other student employment organisations up and down the country holding activities in support of National Student Employment Week.

UniTEC are inviting xxx of employers from around Teesside to attend an Employment and Recruitment Fair in the Students’ Union throughout National Student Employment Week.  There will also be workshops for students on writing CV’s and how to have a successful interview.  

Although there is not as much backing as that given to National Student Employment Week in the States, where the event receives Presidential endorsement and financial support from one of America's largest corporations, United Parcel Services, UniTEC hopes the Fair will successfully match many of its students to criteria provided by employers attending the Fair and make some valuable contacts.

Says Lesley Boyle, UniTEC Manager at the Teesside Students’ Union: “"Services such as UniTEC give employers access to a workforce who have a wide and up-to-date range of skills.  National Student Employment Week aims to show employers around the UK that students are a valuable resource and that there is a service available to them locally which offers services similar to that offered by recruitment agencies, at no cost."

Local companies who are interested in attending the Employment and Recruitment Fair at the University of Teesside Students’ Union, Middlesbrough or would simply like to use the UniTEC service, should contact Lesley Boyle, UniTEC Manager on tel: 01642 342234.



 END

Notes to the Editor:

1. PHOTO OPPORTUNITY:  The Employment and Recruitment Fair will be held in the Students’ Union, Southfield Road, Middlesbrough between 4th and 8th of March at 10am-4pm each day?????.  However opportunities are also available prior to this event where students can be supplied in the UniTEC office (at the Students’ Union) to promote the event.
University of Greenwich takes part in National Student Employment Week.

The University of Greenwich is taking part in National Student Employment Week by organising a part-time JobsFair to help their students find work to subsidise their studies.

The University’s own student employment service, The JobShop, is a member of NASES (National Association of Student Employment Services) responsible for the initiative taking place between the 24th and 28th of February. The JobShop joins over 48 other student employment organisations up and down the country holding activities in support of National Student Employment Week.

The JobShop is inviting employers from around Greenwich to attend the fair as well as hosting workshops for students on writing CV's and how to have a successful interview. 

This years National Student Employment Week is the second to be held by NASES and was inspired by the USA version which gains Presidential endorsement and major commercial sponsorship. Although there is not quite so much backing as in the States, the University of Greenwich JobShop is hoping that it can help it’s students by matching them up suitable jobs that can help earn money to fund their studies as well as help them gain quality work experience.

Ben Wraith, JobShop Co-ordinator, at the The University of Greenwich says "Services such as The JobShop give employers access to a workforce that has a wide and up-to-date range of skills. National Student Employment Week aims to show employers around the UK that students are a valuable resource and that there is a service available to them locally which can help them tap into it"

Local companies who are interested in attending the JobsFair at the University of Greenwich or would simply like to use The JobShop service, should contact Ben Wraith, JobShop Co-ordinator on tel: 0208 331 8617

END

Notes to the Editor:

1. PHOTO OPPORTUNITY: The Employment and Recruitment Fair will be held in the Queen Anne building on the Greenwich Maritime Campus on Tuesday 25th February at 11am-3pm. However opportunities are also available prior to this event in the JobShop office where students will be on hand to promote the event.

Ten Tops Tips for Writing a Press Release
1. The information must be accurate.  Never attempt to mislead a journalist or bluff if you’re unsure of your facts.  They have never been in the game for longer than you have, and once you blow your credibility with a journalist they may never use your stories again.  Concentrate on facts – numbers involved, full names of people and statistics.
2. Your story must be newsworthy.  The media will only cover a story if it will interest readers and listeners.  They will not provide a platform for free expression of your view, any more that they will provide a company with free advertising space through the news page.  Always look for a newsy local angle.
3. It must be concise. Don’t use flowery prose, jargon of waffle.  A journalist is interested in facts and informed comment                                                                                                                    
4. If you read a story in a good paper, the gist is contained in the first paragraph and the rest of the story expands on the opening paragraph.    This way if the story is cut through lack of space, and only the first paragraph gets in, your message is still getting across.  Editors receive hundreds of releases every day, and can’t give them more than a cursory glance.  Hide your story behind clever prose or wordy intros, and it will end up in the bin.
5. It should go to the right person at the right time.  You should establish yourself ensuring that education is covered in your local media, and acquaint yourself with the deadlines they work to.  As regards to headlines, keep it simple.  A short version of one of the key introductory sentences will suffice.  The Sub-Editor will think up the snappy, eye catching headlines for the article.  Put a verb in it to give some dynamism.  Remember what we’ve said already about being concise.  
6. Keep your sentences short.  A maximum of 25 to 30 words (LIKE THIS ONE!)
7. Avoid jargon and cliches. You may know what a GM is, but a journalist probably won’t.  Similarly, writing something like “taking everything into consideration, the Executive Member’s Committee consider it necessary to express in term of the amended notion..” is not going to win you a “What the Papers Say” award (although you may get into Pseud’s Corner)
8. Express yourself positively.  Don’t write “Students at no Such University have decided not to accept their University Council’s proposals..” but rather “Student at No Such University have rejected their University Council’s Procedures”
9. Use direct rather than indirect quotes.  For example write: “our students cannot study in these conditions” said Union President, Kate Milne, rather than Union President, Kate Milne, claimed that students could not study under these conditions”.  Sub-Editors like to be able to use direct quotes, and they are also useful for getting across strong opinions that would be inappropriate in the main text of a release.  Always remember that a Press Release is meant to be a concise piece of easily digestable news, not a campaign leaflet or manifesto.  Releases written in the latter style are referred to as “puffs” and end up in the bin.
10. Punctuation – simply copy the style used in the quality press. 
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