Putting Together a Press Kit

A Press Kit can be a very fancy package with great graphics, press releases, photos and backgrounders.  It can even include a video press release on VHS tape or DVD.

When you design a press kit, the first question to ask is, “Who is it designed for?”  Who do you intend to get it and what do you want them to do with it?  

Sounds kind of obvious, doesn’t it?  A fancy press kit may be intended to impress the recipient.  You want them to say, “Wow!  This is really important.”  I’ve seen the cover letter on some press kits read like a manifesto intended to rally the troops to the cause.  That’s okay.  It may appeal to potential partners whom you want to align to the event or activity and maybe even some members of the press.

But, for most reporters and editors (the working stiffs on tight deadlines), they want something a lot simpler and more straight-forward.

A Press Kit for your typical event has 2 to 5 pages put together in a clear report folder that can pinch up to 30 sheets of paper together.

The first page is your press release.  It’s easy to see and read through the cover.

The following pages are backgrounders.  

Backgrounders are documents that give more information about an organization, an event or an individual.  Some common backgrounders you’ll use include:

Campus Crusade for Christ Overview


Speaker Profile (Biographical sketch)


FAQ (Frequently Asked Questions)


Schedule (if it’s a multi-day event)

Check out the samples posted in this section.

If you have an attractive flyer or brochure, you may enclose one.

If an event has its own website, I strongly recommend you add an on-line NEWSROOM to it.  All of your press releases, backgrounders and photos or video can be posted in the Newsroom where reporters can easily get what they want to fill out their story.

You want to give a press kit to every media representative who attends your event or who conducts interviews.  When you hand a press kit to a reporter or photojournalist, you need to briefly leaf through it, so they know what they’ve got.

Make sure a reporter sees the backgrounders before they start even an informal interview.  That way you can help shape or influence the direction and context of the questions and the resulting article or story.
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