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Writing a Press Release
There are plenty of examples of press releases in the ‘clients’ section of the CAKE website. Press release writing is formulaic, but the best ones require extensive experience of what journalists want, a natural creativity and an innate sense of what makes a good story. There are 100 press releases hitting the screens of regional TV newsrooms per hour at peak times – only the very best grab the news editor’s attention. But if you want to have a go at writing your own, here are some guidelines.
· Be clear, concise and succinct – plain English is a must
· Try to keep your release on one side of A4 

· An attention-grabbing title is essential – but it must tell the story in a maximum of around a dozen words
· The first paragraph must summarise the story (who, when, what, how) and get the single most important point across
· The second paragraph adds more detail
· Make sure you include quotes from a company spokesperson
· Always put a contact name and number at the bottom of the release for further information under a ‘Notes to Editors’ section – and make sure they’re available when the press release goes out.
· Try and organise a photo opportunity to go with the press release – put details in the Notes to Editors section 

· Write ‘Ends’ where the press release finishes
· Always get a colleague to check your copy for spelling and grammatical errors.


· Don’t use technical jargon – every organisation has its own language….which no one on the ‘outside’ understands. If your partner/friend/mother don’t understand it, nor will a journalist
· Use headed paper 

· Use first and second names, but not ordinary titles, for example John Smith rather than Mr John Smith or Mr Smith. 
· Words one to ten, 11 onwards in numbers

· Don’t Overuse Capital Letters or exclamation marks!!!! It’s lazy use of language – what you’re saying should have enough impact in its own right
