Writing a News Release

News releases should be sent only when you have information reporters want to receive. If you earn a reputation of filling their mailboxes with inappropriate information, your releases quickly will be filling their wastebaskets and your credibility will suffer. When you have a newsworthy topic, remember the rules of journalistic writing-- keep it short, use action words, and edit out everything that is not necessary.

Topics you might consider for releases include:

· Awards students or staff receive

· Announcements of important meetings that parents, students, and community members could attend, such as college night, a special meeting on parenting, a fund-raising carnival.

· Service projects students complete.

If your district has a PR office, be sure you understand the procedures for disseminating news releases. Should you send them directly to the media, or should they go through the PR office. Always send a copy to your PR professional.

Most news articles are written in what's called the "inverted pyramid style." This simply means the most important information is at the start of the story and the least at the bottom. That way, if there is limited space, the material at the bottom can be eliminated. Journalists also talk about the five Ws and the H being included early in the story. That's who, what, where, why, when, and how. With that approach you deliver the key information quickly.

These general guidelines will assist you in preparing releases:

· News releases should express fact not opinion. The expression of opinion is called "editorializing" and should appear on the editorial pages. That's where op-ed articles come into play (See article on op-eds in this kit.). In a release, report the facts and stay away from adjectives such as "wonderful teacher," or "outstanding program." Show that programs are outstanding by reporting their achievements.

· Make sure the facts are accurate. There's nothing that will kill your credibility more quickly than sending out incorrect information. Always verify your facts.

· Newspapers have a unique style. For example, months are abbreviated when used in a complete date, but spelled out when standing alone. Titles are capitalized if used before a person's name and lower case if following a name. Find a copy of the Associated Press Stylebook to learn news style. Many libraries have this, or it can be purchased through many college bookstores that teach news writing.

· Be sure to have a contact name and phone number for further information. If a reporter loves your story but has one question, having this information could mean the difference between publication and the trash can. Usually the contact information appears at the top of the release.

· Use an individual's first and last names (middle initial if desired) the first time that individual is mentioned and only the last name with each subsequent mention.

· If the release is more than one page, each page except the last one should have "more" centered at the bottom. This indicates there's more to the release.

· Use any of the following symbols at the end of the story:



###


-30-


XXX

When delivering the news release, there are also guidelines to keep in mind. Most importantly, treat all media equally. Don't deliver the release personally to one reporter and mail it third class to others. Remember that media are competitive. Most newspapers now want to receive releases electronically, but you may want to ask a reporter or editor. 

Know reporters' deadlines. If a weekly newspaper has a deadline of Tuesday noon, don't deliver your release Wednesday morning and expect to see it printed.

