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Pictures:

· Pictures are very important, and should be used wherever possible.

· It is easier to take your own picture and supply it to the newspaper, than expect a paper to send out a photographer to your event.  If you are sending the press release before an event, then try a gimmick.  For example, children shown holding individual letter cards of Community CVS, and thus spelling out the initial letters of an organisation.

· Always caption any picture supplied before or after an event.  For example: ‘The Mayor presenting Emma Eccles with her prize’.

· If you are asking the newspaper to supply a picture for an event, put your request on the bottom of your press release:  ‘Note to Picture Desk – Picture Opportunity – Mayor as Guest of Honour - will be available at 2 pm’.  

· Even if you have asked the newspaper for a photographer, take your own photos at the event as well in case he/she is unable to attend, then send 3 or 4 choices with another updated copy of the press release after the event.

Press Release Musts:
· Give the date of when the press release has been issued.

· If possible, don’t use embargoes (restrictions on the date/time that information can be issued).

· Put a simple clear headline on, even though your headline probably won’t be used.  The headline should ‘tell the story’.  For example, “Summer Fete for Sunnyside Residents Association”.

· Only use 1 sentence per paragraph, unless sentences are very short (e.g. only about 5 words), and always use a double space at paragraph ends.

· Always give a contact name and number of someone who can comment both before and after an event, and make sure that person will be available to give comments.

· Try to limit your press release to one side of A4 paper, and try to stick to 200 words maximum.

· Try to use direct quotes within the press release.  For example, “The Mayor said, ‘I very much value the contribution made by volunteers in this area”, rather than “The Mayor said that he very much valued ……. “.

· Always aim for the newspaper to receive the press release at least 5 working days before the event you wish to publicise.

Top Tips and Tricks Of The Trade:

· Be honest and do not exaggerate the importance of what is happening.
· Try to target the information at a particular person at the publication to which you are sending the information.  For example, the Lancashire Evening Telegraph has a branch office in Accrington, so you could get to know the name of a reporter there, and always send your press releases to him/her.
· If possible, ring up to let the newspaper know you are sending a press release.
· Emphasise the local connection and relevance of the information you are supplying.
· Send your press release in on coloured paper, and the same coloured paper each time, in order to catch the reporter’s eye, and use letter headed paper if this is available.
· Clearly display the words, “Press Release” at the top in large lettering. 

Community CVS can provide more information on publicity and promotion. Please contact us for details. 

Community CVS

http://www.communitycvs.org.uk/  

EXAMPLE OF A PRESS RELEASE


Chairperson: Mary Masterful (01254 333321) 

Secretary: Cyril Scribe (01254 333421)

5 April 2009
Sunnyside Residents Association will hold their Spring Fair from 11 am to 2 pm on Saturday 15 April at Sunnyside Community Hall, West Street, Sunnytown.  

The Mayor of Blackburn with Darwen, Councillor Peter Piper, will be attending with the Mayoress, Mrs Piper, who will open the Fair. 

Entrance is free and the fair is open to all.  Stalls will include crafts, a tombola and games.  

There will also be a fancy dress competition for local children.  Refreshments will be available, including potato pie and peas.

Proceeds from the fair, an annual event, will be used to purchase some additional kitchen equipment for the recently refurbished Community Hall.

For more information about the fair, please contact Cyril Scribe, Secretary of the Association, on 01254 333421.

Ends …………………

For more information on this Press Release, 

please contact Cyril Scribe, Secretary of Sunnyside Residents Association, on 01254 333421
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Publicity and promotion are very important for groups:





Publicity can be used to advertise events, raise funds, recruit volunteers and keep people informed about what the group is planning to do.  





One of the most effective ways to get maximum publicity at minimum cost is by way of a press release.  This is different from a news story, because it says what you want to say.  Its aim is to promote an event or an organisation, etc.  The person producing the press release decides which information should be given to the newspaper.





Points to remember:





A good press release can turn out to be ‘free’ publicity for an organisation.  However, it shouldn’t replace an appropriate advertisement, as there is no guarantee the press release will be used.





The structure of a press release should be similar to that of a news story.  It is important to get the basic facts in as early as possible in order to ‘sell’ the idea very quickly.  Try to start with one or two short sentences that answer as many as possible of the following questions: 





 Who 	-  which organisation (or person/people) is involved?





 What 	-  what is happening (e.g. a craft fair, or children’s outing)?





 When - when will the event take place?





 Where - where is it all happening?





 Why  - what are you hoping to achieve through this press release 


             (e.g. get people to attend an event, or get good publicity 


             by recognising someone’s achievement)?


	


Try to write the press release in the style of the paper that you hope will use the information.  If they don’t have to change it, they are more likely to use it.





Try to get a ‘human element’ into the press release by quoting what someone has said.  For example, you could say, “Michael Richards, Chair of the Residents Association, said, ‘We are very pleased to have received this Lottery Grant to support our work”.






































(With acknowledgment to Richard Slater, Blackburn College for his advice.
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PRESS RELEASE








Note to Picture Desk 





Picture Opportunity – Mayor & Mayoress as Guests of Honour - will be available at 11 am.
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