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Writing a news release.

When to use a news release:

· If there are lots of facts and figures involved

· You need to persuade the media the issue is newsworthy

· You would like the story to go to several sources

· You want to stop something being leaked

· You want to give advance notice of an event.

How to present it - layout:

· Use a press release template, including the correct MPS logo and your contact details. 

· Include the words ‘News Release’ in large letters at the top

· You may also mark it ‘for the attention of the news desk, education correspondent,‘ 

· Try not to go over one side of paper but if you must, mark at the bottom with ‘more follows’ and number the second sheet

· At the end of the release, use the word ‘ends’

· Include the words ‘Immediate Release’ or ‘Embargoed with relevant date

· Use a heading of six or seven words but try to avoid ‘labels’

· Keep sentences and paragraphs short (about 4 lines max)

· Further contact names and telephone numbers should be included at the bottom. Make them realistic, i.e. people who really will be available on those numbers.

What to say - content:

· Keep it short, simple and to the point

· Remember the five w’s and try to get at least one into the opening paragraph: What is happening? Who is doing it or who is affected? Where is it happening? When is it happening? Why is it happening or why does it matter?

· The rest of the release should cover reasons for it happening, how people feel, what you hope to achieve, answers to possible criticism and other likely results or consequences

· Give a clear idea of time, place and scale

· Avoid using too many figures

· Use bullet points to help with lists

· Never open with a direct quote

· Too much info will kill the story – use Notes to Editors

· Do not use acronyms until you have spelt them out first time, e.g. Anti Social Behaviour Orders (ASBO)

How to finish:

· Ask a colleague, preferably your local DPA Area Press and Publicity Officer (APPO) to read the release when you have finished.  A fresh pair of eyes may help to stop mistakes or changes you have missed.

· Consider logging the release with Press Bureau for more London wide coverage.

· Finally consider whether the release could also be appropriate for internal communication and the intranet.

~ ENDS ~

