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News Release Guide

When to send a News Release:

Your news release must be newsworthy, so something eventful must have happened. 

Examples are:

· your website is launched

· you offer a new product or service, or promotion

· you sponsor or hold an event or exhibition

· you win an award or accomplish some achievement

· you move location or open a new office

· your business expands

· you merge or form alliances with another business

· you run a competition

· you donate funds or products to a worthy cause

· you initiate new company policies

· you can closely tie your business to a human interest story

A good resourse for general publicity can be found at http://lamar.colostate.edu/~hallahan/hpubty.htm

Formatting And Sending Your News Release

· Make it easy to read, eg. double-spaced plain text (no HTML tags, bold type, underlined or colour text). Put it within the text of the email - not as an attachment.

· Make sure it's in a form you want to see in the press - editors often accept a feature story in it's entirety.

· Double check your contact info, and get two other people to proof-read it.

· Send it three to four weeks in advance (2-3 months for a magazine) by email and prefereably not from a free web-based email account.

· Don't send email attachments. Refer to any extra material, and where to get it, in the "for further information" section. Don't send group emails which include a whole list of journalists in the header. Don't use vcards to attach contact information - write it out within the email.

· Use meaningful subject headers - not just "Press Release"

· Avoid follow-ups - media people are busy, and using up their time without giving them any extra information will not help.

Who To Send Your News Release To:

Look for newspapers and magazines that publish material related to your product. Look on the masthead or on the company website for contributing editors or journalists. An editorial assistant can help you find journalists that would care about your story. You can also go to competing websites and see who reviewed their products. Here are some websites which help you find places to submit your press release online:

http://www.businesswire.com

http://www.internet.com

http://www.prnewswire.com

http://www.expresspress.com

http://www.mediafinder.com

http://www.editorandpublisher.com/editorandpublisher/ business_resources/newsstatsca.jsp

http://www.mediapost.com

http://www.mrsmith.com
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