
Dissecting a Press Release



Press Release

A newsworthy 
announcement

Should be 1 or 2 
pages in length
(300 – 400 words)

Fax/email to your 
media contacts 
(reporters who 
cover your issue, 
editors, news 
directors, etc.)



Press Release

Organization’s 
information



Press Release

Contact information

It doesn’t have to 
be the person 
drafting or sending 
the release. It can 
be anyone within 
the organization.



Press Release

Headline

Should be engaging 
and accurate

 Straightforward 
and clear, so the 
reporter will know 
what the release is 
going to be about



Press Release

Main paragraph

Contains all 
essential 
information

Keep it SHORT. 
Include more detail 
further down.



Press Release

Quote



Press Release

Continue to second 
page



Press Release

Include a photo, if 
possible, with a 
suggested photo 
caption



Press Release

Boilerplate:

“About Us” section

Should include …

•Your mission
•What services you 
provide and to whom
•Where you are 
located
•When you were 
founded
•Where to find more 
info

Should be FACTUAL



Dissecting a Media Advisory



Media Advisory

Lets media outlets 
know about an 
upcoming event for 
potential coverage



Media Advisory

Who
What
Where
When



Media Advisory

Main paragraph

Contains all 
essential 
information about 
the event

Keep it SHORT. 
Include more detail 
further down



Media Advisory

Schedule



Media Advisory

Media opportunities 
for interviews, 
photos and filming



Questions?
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