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Title…
 m

ake it brief and attention-grabbing
The first sentence should be a sum

m
ary of the story. G

et your key points across to catch the 

journalist’s attention or they m
ay not read further. A

nsw
er all the im

portant questions like

w
ho, w

hat, w
here, w

hen, w
hy and how

. W
rite as if you are speaking to the readers of the

publication – review
 your target publication for an appropriate style.

E
xpand on the details in the second paragraph. R

em
em

ber the journalist w
ill w

ant to

know
 w

hat is unique or new
 about your story and w

hy it w
ill appeal to their readers. Then,

back up your claim
s w

ith facts and statistics in the follow
ing paragraphs. W

rite in the pres-

ent tense, and use ‘he’ or ‘she’ instead of ‘I’. 

G
o on to illustrate your story w

ith quotes, "A
 quote, w

ritten in italics, from
 a key person,

helps bring a story to life. M
ake sure your quote adds new

 inform
ation to the release".

A
s w

ell as quotes, you could use bullet points to highlight points about your story: 

•
S

pecial

•
Tim

ely

•
U

nique

Finish off w
ith details such as dates, tim

es, how
 to order or 

contact you – this only needs to be brief, and should be

the details you w
ould like to see in print. Fuller details can

go in ‘N
otes to E

ditors’, opposite. 

#
#

E
nds#

#

M
ore/over
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Your Logo

It’s sim
ple to add a photo 

or illustration to catch the 

journalist’s eye and bring the

press release to life. If you

are em
ailing it, m

ake sure you

use a low
 resolution im

age,

so the file isn’t too large. 

N
otes to E

ditors
1

Tell the editor w
ho to contact for m

ore inform
ation —

 include m
obile, landline and em

ail 

if possible. 

2
A

lso include short background inform
ation on your com

pany, w
hen it w

as launched, 

achievem
ents, m

ini biography of the founder, etc. 

3
Include com

pany nam
e, fax num

ber, em
ail and w

ebsite address. 

4
Include opening hours, prices, venues, dates as appropriate to your story.

5
You should also state w

hether you have photos available.
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