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10 Tips to Help You Write a Press Release the Media will Read

Editors, reporters and producers may spend less than 30 seconds deciding if 

your press release interests them or is newsworthy.  

If you send your press release by email, some journalists 

take as little as 8 seconds to decide if they will even take the time to read it.

1.  Before you start, ask yourself, “Why should anyone care about this event or activity?” 

Then, tell your audience that the information is intended for them and why they should read it.  What makes it special, visual or controversial?

2.  Write in a simple style.  Use short sentences and short paragraphs and common words. 


Use the active voice: news doesn’t happen to you, you make the news.

3.  Don’t use sacred language or Christian jargon.  Don’t use “Gospel”.  Use “Good News”.

4.  A good press release answers 5 questions: Who, What, Where, When and Why?

5.  Start with a brief description of the news, then, explain who’s doing it, not vice versa.

6.  Your headline and first paragraph must be attention grabbing.  But, you grab their 


attention by your choice of words, not exclamation points.

7.  If possible, connect your “hometown” event to other current news or the time of year.  


Use 1 or 2 quotes.  One might be from an “expert”, the other from a student.

8.  Keep it to one page.  Cut and polish.  Did I say, “Keep it on a single page.”?

9.  Give clear contact information: media liaison’s name, cell phone number and email 


address, plus the organization’s and/or event’s website address.

10.  Your press release needs to make it as easy as possible for a reporter to do their job.

Check out the sample press releases in the Events section on CampusPRHelp.com.

Please see How to Lay Out Your Press Release in Writing Press Releases.
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