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WHAT IS IT?

When it comes to publicising
Iy SESYU 20 SESY'I- Y HISey3
campaign, there are numerous
&N1-iS31Sa 1yR (1-0203 (K1) 82z
can use. The press release is
one of them. This is part of
(iKS LIiSaa 2'Y 0ST gKIO0K KSfLJa
e2dz aLNSIR Y'Saal-35a (Kli2d3K
gIHN2dza 02Y Y dzyl0l-a2y
channels, whether online or
2DlyS0 tfSI-aS 02yul-0u e2dz\
ti2gly0N£ /2Y Y izyi0l-e2ya
¢SI-Y I €20z ShaK 12 OISIHIS I-
press release to circulate.

Now imagine that this journalist has the
press release you sent. Your Province can
become news and be known by many
people! The journalist can publish

in their press vehicle, be it a
newspaper, a website, a
o231 I- IR &ll-e2y1
television channel or

social network.

Imagine, for example, that a journalist is
looking for new stories that could become
news. There are days when several things
happen and others when there is a lack
27 y8&i (i2 Lizofiake Ly iKSAS oY & KI-gly3
a press release from the Province can
KStL) Utt aL1-0S 1y UKS Y'SRAI- IyR 1 (KS
al'Y'S oY St RSHESH tyiSISaey3 02yiSyi (2
readers.
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HOW TO WRITE THE
PERFECT PRESS RELEASE

The purpose of a press release is to

grab the interest of a journalist or a

media outlet. C2|| iKI-iI ii Yzl 65 algSyty”

Y843 120Y i I-yR olily3 |- Odzii2dzA 1'yR bl-4K&

subject. One of the elementary techniques

27 i20y1-61300 Sllloy3 14 20:S0adiies Ly

other words, the central point is that the

WI20Y a2y Y zai 65 2F lyhSiSai i2 iKS Liizof0

and not just of interest to the Province itself.
¢KS Y My SISY Sy {2 1-g01-0i 1-gSys2yia

I- 322R KSI-RtlySe 1 gliigSy Mia0fS T2tf2 64

a very old structure called the ‘Inverted

4 www.ugle.org.uk

TRIFYIRD ¢KS Y240 Ay LUyl hyr20Y o2y
02YSa lyiKS Onad LIHI-NIHIKT &2 (K I (KS
reader quickly becomes aware of the
most relevant facts. If you want to obtain
I-RRIa2y1 RS{IMAL 824z Yzl 02yoyaS (2
read the following paragraphs.

The same applies to the press release.
To put the Inverted Pyramid concept into
LIN-0205t (KS yS& GSO0KyMjizSa dzaS I aY'LIES
ILILIA0I-e2yd ¢KS dSE( Ydzal Iyaa S UgS
ljizSao2yar ZKSNSK =KI-iK 2KSyK
2K2K 129K
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WHERE?

The most important

thing is where something
happens. This is the

UNiad dSad 27 1- ad2ue c20

I yl-a2y1 yS &l
home news carries more
&SI3K{ iK1y yiSiy1-a2y14
or world news. Ten people

R2yT-ay3 ii2 OKIHGE ty LyRil-

will carry much less weight
iK1y mn LIS2LIS R2y1-ay3
to charity in Coventry. For
the regional press, what
happens in their local area
is what counts. Geography
is important.

WHAT?

/KIy3S 14 1y SaasSyal
ingredient for news
stories. Journalists will
I-47 iKSY aSiaSay V=K -
y8&KIwSI-RSI 1y 2
know what is going on
in the world and

what has changed
since yesterday, so

the journalist will be
looking to tell them.
This can work to the
tw LISIARYE I-RAIEI-ES
as long as they ask
themselves the same
ljizSaa2y ¢ GKIHi 1

Y84 2 RitiSISyl 16240 (KS
story you are trying to get
Liz68EKSRK =Ka aK24:6R (KS
journalist use your story
NI-GK S K 1y 1-yR2y/S StaSEK

WHEN?

2KSy RIRk @ A KILILISyK
On the whole, the closer
(2 (2R1-2 iKS 6SgSN (KS
OKI-y0S 27 Litzo0fi01-02y0 . dzi
that is not always the case.
Something that happened
yesterday or today is
much more topical than
something that happened
last week. Something
happening tomorrow
carries much more weight
than something happening
Iy KNSS Y 2yiKal oY So
¢KS aY'ly3 27 82420 LINSEA
NSESI-&S KA aniil-€ ¢ Al ha 2y
of your most powerful
weapons.

WHO?

Stories that involve
people are always more
lyiSiSaay3 KI-y aiRSa
involving things. It’s
human nature. If there is
a way to centre your story
on a person, it stands a
much greater chance of
being published. Think
about the stories you read
and why you read them.
Stories about individuals
are easier to relate to than
stories about groups of
people. Think about how
newspapers and television
treat ‘big’ stories.

HOW?
News pages are full of
stories involving drama
of one sort or another.
=141 U3Kida I-y3sie
disagreement, rows,
Y 8aSISar ly2ida0S 21
one kind or another
I+t Ut (kS L1352 2F 2420
newspapers. It may
seem an extreme idea
for a press release
but in a small way, a
RIIFY'I-80 {ignai 20 iKSY'S
can enhance a press
release.

www.ugle.org.uk
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TOPICS

THE HEADLINE

CKIE 1 0KS UNal (Ky3 (2
catch the journalist’s eye
¢ IF A & ©1-RI &2d2l) OK1-y054
21 38ky3 Iy |- Lizofi0l-e2y”
are almost zero. You should
only write the headline
2y08 &2d: KIS UyRaKSR (KS
release. Do not make the
headline too long; try and
get it on one line. Also, it
should be short and snappy.
The headline should be in
bold type, a few point sizes
bigger than the body text.
{aziLmaly3 I-yR 38ySil-ay3a
curiosity in a busy journalist
is not an easy task. Create
something that calls to
them, and stands out from
all the other stories.

2 t[1/9 b5 51¢9
Don't forget to add the
date to your press release
Y8 iKS aiitS ¢KS RIHiS

is accompanied by the
t20l-a2y1 GKIOK 01y 65 (KS
address of the company
that sent the release. For
SEIFYLISY [2yR2YI Hn ald
HAHNO

6 www.ugle.org.uk

3 INTRO
The most important

ol ¢ (Kia 1 kS 5aaSy0s 21
your story boiled down into a
4SyiSy0S 21 y2 Y28 (KI-y Hp
words. If you get stuck, read
It (KS lyr20Y l-a2y 8210 KIS
and try and tell someone

in one sentence what the
story is all about. This is

®

8338yl I-4 (KN 1 dzaSR o8
the journalist to make an

Iylal RS0IaI2Y 2y GKSIKSI
the story is worth reading.

Clw{¢ tIwIDwItl

¢KS Onad LIFI-NILIK 3 GKS
place where you will answer
iKS &IE hylalf ljizSao2ya
1=K MK =K2K =KSyK =KSISK
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ZKEK 126K ¢KIa LI 2F iKS
iSE( aK24ztR 6S OlLladl-aya 1yR
arouse curiosity for the rest of
the story.

5 THE DETAIL
Your second and third

paragraphs should contain
Y208 RSt wSY SY 631
{KS LyBSIAS tll-YIR ¢ (KS

WYUKy yr0Y o2y
should be at the top with
(1KS t5aa 1Y L2i1-ya aldzdi 1yR
ol-013N2dzyR lyI20Y l-o2y”
ThliKSU R2&y (KS ali2ie 151S
you can answer the deeper
ljizSaa2ya 0 1 26K =KeKit 13
a general guideline, keep
sentences and paragraphs
K20 I-yR 6S 26250205 Iy (KS
content.

ALWAYS INCLUDE AT
LEAST ONE QUOTE
FROM SOMEONE
RELATED TO THE STORY

QUOTES

Always include at least
one quote from someone
related to the story. For
SEIYLIESY 5I4IR {lI1tSa
grand secretary of the United
DIllyR [2R3S 27 9yAtlyR
0" D[9GI &RY 6/dMSyit
' D[9 Kl Y215 unninnn
members and is one of the
world’s oldest and largest
yRyhiSt2aar y2yill2tie014
fraternal and charitable
2I31-yial-a2yate

Newspapers have their

own styles on how they deal

&

SlK (Kia tazicyd ly |- 1jaz2(S
also means the journalist
does not have to make a call
to get one.

CONCLUSION

Finally, you must make
a good conclusion. Imagine
that the journalist will jump
N2Y (KS lyli2Rd002y 43K
to this part. Therefore,
the conclusion should also
aY Y HIaS kS hyr20Y a2y ty”
the body of the text.

_hL[9wt[¢9
8 The boilerplate is a
paragraph of background
WY a2y I-02 (KS
Province. This should include
WY a2y I-02 (KS
Province, how long it has been
Saill-6tEKSRI K26 Y1y [2R38a
it has, how many members it
has and so on.

CONTACT DETAILS
9 Never, ever send out a
press release without contact
RSiiI4fa 720 ToiKSH tyF2UY -2y
Preferably, there should be
more than one person, a
phone number to call, and
an email address, but at least
insert the direct contact of the
PCO in your Province.

www.ugle.org.uk 7
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tih¢h{{¢19,

1 O ARE EXTREMELY
Lathwe!be
[1-a odzd y21 814 ¢ LIK2(23H
These are very important.

Photos help to highlight
82020 a0fS K Sy it
published. A good strategy to
AHyY Y28 19Sya2yH 2 4SyR
a photo with the release.
{2Y'S alid 2y BKIi VyRa
2F LIK2(124 (2 agLiLeey

® Yes, you have had a
G2yR3Tlt oY ST ozl dryiSaa

=
»

8 www.ugle.org.uk

the people are instantly
recognisable to 99% of the
readership, using a photo
21 (KSY 1aynli 32ly3 2 be ¢
it’s just another face.
Think outside the box

and do not worry about
being literal. The best
photographs are surprising,
amusing or visually
appealing.

If you are showing

I- R2yT-a2y1 I tSl-4i

show people using

8207 R2y1-a2y0 14 (KS
R2yl-a2y Y 2y5eK {K2&

a spontaneous hug, the
NSSY 142y lyiSHI-Oay3
with the child, hospital,
elderly. Show spontaneity.
52 i RiGSKSyite ¢ oNSI-iS

lyy20l-02yH

® |f you need a bit of
lyaLl-a2y1 e cto b 52 I
search for almost anything.

® |f you edit the photo, never
(38 UfliSIE ¢ yS&alI-LISIA
will not use them.

® For pictures to come out
well in print, make sure you
are sending photos with
300dpi and at least 1mb
in size.

® Name everyone in the
Y138 T2Y 5D {2 WK
in your ‘notes to editors’
48002y I-i (KS SyR 27 (KS
release.

® Think about your
o1-0132dzyRe al-15
sure there is nothing
02yURSya I IILISHity30
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FURTHER ADVICE

INTRODUCTORY TEXT —
YES OR NO?
Think about this scenario.
You have two emails in
your inbox. One with an
introductory text similar to
a18i212S {2338 K26 HIS
820K L KIS I 30:335502y8
And another with nothing
before, which goes directly
i2 (kS oS 27 iKS NSESI-4ST
content and end.

2KI0K R2 &2 Ky &2dR
208y UNalK ¢KI-i 13 oK1 &S
HIS {I1-6ly3 I-o2dio =hey3 I
short text before the release
0Ly YIS IHf iKS RIGSHSy0Ss

interests them. The PCO’s
job is therefore to deliver the
02 Y LIESUS Iyr200Y o2y iy I3
few words as possible.

IS IT WORTH A
- P TwO{{ wo[91{9K
13 ly e2dly1-6300 (SEdar
some events deserve to be
reported, others do not.
9pSIeiKly3 RSLISYRa 2y iKS
context and, mainly, on the
2dziy1-Hia00 1-y1-RaiE w1454
need to be treated in the
same way as news. It is your

SIZE

The size of the release is
2DSy |- {21110 (2 68 RI&00z3aSRe
1'DSI I GKS 2202016140 01y
I-t&1-24 NSIji:Sal IRRIe2y1+
WI20Y a2y 1F (KS &l

role, as an adviser, to analyse
whether a subject should
become a release or not.

®

F

INTIMACY

wSY'SY 0SIL i 1a 1Y Li2Wil-yd
to be very careful with what
you write in this text. The
ol 1a 2 92IR Yo Y 10154
that may be appropriate for
those with who we have

more contact, but that may
seem unpleasant to those we
barely know.

REVIEW

Always review your press
NSESI-aSe Ly I-RRia2y (2

Y'Y 1201 S5 (18L2a 01y
KISy 68 Yall-qSe wStSI-aSa
full of errors will give a sloppy
P1S& 21 8241 [2R3Se

www.ugle.org.uk 9
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WRITE LIKE YOU TALK

145 SgSueRI-8 fl-yaq1-3S ¢ i
easier to read. Do not use long
words - call a spade a spade.

1¢¢1 /195 two{{ wo[9!1{9
Avoid sending the release
I-gI-0KSR {2 1y SY 1t ¢ aSyR (KS
text in the body of the email.
b2i SgSHe2yS KI-4 aY'S (i2 2LiSy
Iy I-gI-OKY Syf {2 WSIR o

REMOVE ‘Fwd’

Another very important
ally 5031 T2UsHIR 1y SY 1t
oiliK240 ISY 201y KS SgSIa
ACORE IRY UKS 40202500 27 (KS
email. It makes it very evident
that you have forwarded it and
8241l LISIaRy1-0al-02y Litly 3254
R26y (KS Ry ¢KS aL) kY
really customise your work!

10 www.ugle.org.uk

ODDITIES

Newspapers are always on
the lookout for lighter stories
to break up the diet of hard
Y840 ORIi2HA 1S g 2F
depressing their readers, so
17 iKS& IS 20308R &2Y SiKly3
2081 1 Y184 (KS aii2ie
Y218 1-glI-0a@50

ADJECTIVES AND
1btwh+9b /[1a{
Journalists are professionally
40SL1a011 &2 @it ISI-0aS 11
people are trying to deceive
them. They may stop reading
your release in the second
LIFIFNIIK 7 KSR y2a08 (K-
the story is exaggerated.
Therefore, highlight your
Province’s strong points,
rather than simply saying
that it is the best or the
biggest.
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15+9w¢L{lbD [!bD} D9
A press release is not

an advert. So, avoid talking
in the second person.

1+h(5 {§ tow[ 1¢Ll+9{

AS FACTS

If you cannot avoid saying
something is amazing or
brilliant, include a quote
saying you think so, for
SEIYLIESY 6= iiKhy iKia s I-
brilliant new concept because
Aits OKSI-LI NSEI-61S IyR ljd01%

52 y2{ &l i 14 1- 71-0he Sl
the reader be the judge.

DO NOT USE OVERLY
TECHNICAL TERMS

52 y2{ 65 205l 1S0KyI0H ¢
remember that whoever is
going to read your release
will probably not have as
much knowledge of the
subject, so keep it simple.

{¢.[9 {Lathw¢!Ib¢

® Use a common, clean font
such as Arial or Calibri. Do
not try anything fancy to
e I-yR &llyR 24i ¢ i git
not help you.

® Numbers up to nine are
oGSy ly Tt 62yS1 (g2
8100 wn 1yR 16208y’
yizY 63l omm Ik Si000

o _|I-0750 ¢ dzaS aLMiy3tR
and try to use commas
lyiSI-Ro C20 SEIFY LISY 2Ky
Smith, 34, instead of John
{YliK 6onio

o 132IR lylal OlJa
1211 220 aifSa0 995y
though you may use
alyl-3ly3 5mS0i2i
within your company,
most newspapers use
managing director, head of
Y 11 Say3 Sii

www.ugle.org.uk
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ADDING VALUE

9EOfHzaIdNIR

alye (RS Liofi0l-e2ya
want exclusivity. On the plus
side, it will help your story
achieve more prominence.
It is also a good way to start
RS@St2Ly3 IStl-a2yAKILIA
with individual journalists.
The downside is that you run
the risk of only seeing your
ali2ne ty 2yS Li:ot01-02y0

LSSISY

All journalists are looking
for something out of the
ordinary. Stories that are
surprising or unusual will
1YY SRil-iSte 1-g-0ii (kS
interest of a journalist. It will
help them produce a more
lyiSISasy3 YIE 27 aliRiS#

~_
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9l-48 (2 dzyRSNal1-yR

¢KS 6133540 aStty3
yS&aLI-LISIA y iKS 1Y 1S
(KS dI-6f20RAI Y 20K 2F (KSHI
AlNSyalK 6154 ly ik S 1-oxiie
i2 Y118 02 Y LISE IaanSa Sl-a@
12 dryRSWaG1-yRY {dz0 Y ilty3
42054 (2 yS&alILiSNa ad0K
I ¢KS {dzy ¢KS a4 21
¢KS aSiuz 1a Iy SEOSKSyf
o2 (2 350 &2 &2 4SSy
0@ |- Kiz3S yirY oSl 2F LIS2L1Se
al-8 as i2 1-a7 e20Mas i
(KS NSI-RSH @it 6S 1-6fS 12
dzyRSNAdI-YR 82420 LINSEA
NSESI-aS Gk adzaii 61-410
1y26tSR3S 27 (KS 40025000

1.

9Y 202yd

5283 241 &li218 &l 61410
SY202yaK .S gl ¥ i
does, because stories can
be turned and taken in

I- RiISOa2y 821z Y12 y2il
gyl ¢ Ky 162 (KS o1-810
SY202ya 400K I3 1y3aSi
shock, horror, humour, fear
and sympathy.

Does it have legs?
The changing media
environment, with more
news consumed on the
web, means that printed
Lizoti0l-e2ya y2¢& L2 I-
RIGISUS Y 112650 Lia y2{ 2zad
about telling people what
the news is, but
what it means
121 (KSY'o =it
your story spark
I RSoIiSK 5254
1 2080 402018
for further
coverage in the
TozdaalS ¢ 1y1-fRaE
comment,
features,
campaigns and

( lyBSaodl-o2yak
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CONCLUSION

The press
release must
be recent and

relevant
wSY SY oSl iKI- I
press release will only Provide links to
have an impact if it is 10054 lyr21Y l-o2y
relevant to the media. that can support the 1£51-84 05 OfSHI
press release 20280005 YR
The statement concise

Yz y2( 05 algSy”
Iy OILIKGI £S5 SNE
All quotes
included must be
true and current You should not

The press release

145 LY 202y1 should, ideally,
language have one page, at

most two

Use careful language,
NS&LIS0ayA KS
rules of spelling,
1308y fitzl-o2yt
LitzyOiidzl-02y1
morphology, syntax
IyR aSY Y504

Use speech
His0dtl-i21a {2
Y118 824 (SEd
cohesive

www.ugle.org.uk 13
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