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Three Golden RulesThree Golden Rules

1.1. You vs. IYou vs. I

2.2. Benefits vs. FeaturesBenefits vs. Features

3.3. Keep it ShortKeep it Short
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You vs. IYou vs. I

Always reference your Always reference your 

customer more often than customer more often than 

you reference yourself.you reference yourself.
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Words Referencing the Customer Words Referencing Your Business
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Benefits vs. FeaturesBenefits vs. Features

Explain the benefit of your Explain the benefit of your 

product or service, not just product or service, not just 

the features.the features.
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Feature Benefit

It’s Yellow The bright color makes it easy to find

It’s has an eraser Quickly and easily correct your mistakes

It has #2 lead The lead is the perfect weight to make 

clean clear easy-to-read markings; not 
too soft to smudge, and not too hard 

where it would be light and hard-to-read
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Keep it BriefKeep it Brief
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Press ReleasesPress Releases

Building Buzz Builds BusinessBuilding Buzz Builds Business

Professional Writing ServicesProfessional Writing Services 321321--917917--14351435 Skye K. RobinsonSkye K. Robinson

How to Write a Press ReleaseHow to Write a Press Release

�� Topic of Press ReleaseTopic of Press Release

�� Format of Press ReleaseFormat of Press Release

�� ContentContent

�� DistributionDistribution

�� FollowFollow--upup
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Choose a TopicChoose a Topic

�� Event AnnouncementEvent Announcement

�� Working with a CharityWorking with a Charity

�� New People, Product, Service New People, Product, Service 

�� New Answer to Old Problem New Answer to Old Problem 

�� Tie Into Current Event or Hot TopicTie Into Current Event or Hot Topic
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FormatFormat

�� Begin with FOR IMMEDIATE RELEASEBegin with FOR IMMEDIATE RELEASE

�� Write an Attention Grabbing HeadlineWrite an Attention Grabbing Headline

�� Start with Location and DateStart with Location and Date

�� Include Contact Information (top or Include Contact Information (top or 

bottom)bottom)

�� End with ###End with ###
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ContentContent
�� Write a Attention Grabbing HeadlineWrite a Attention Grabbing Headline

�� Lead with the Four WLead with the Four W’’s and an Hs and an H

�� Write in Third PersonWrite in Third Person

�� DonDon’’t Use t Use ““SalesSales”” LanguageLanguage

�� Include a Quote to Illustrate your Point and Add Include a Quote to Illustrate your Point and Add 

a Personal Toucha Personal Touch

�� Keep it Between 400Keep it Between 400-- 600 Words. 600 Words. 

�� Include a Photo Whenever PossibleInclude a Photo Whenever Possible
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DistributionDistribution

�� Local Media Local Media –– Do Your HomeworkDo Your Homework

Send by email directly to reporter or editorSend by email directly to reporter or editor

Send in body of email or as PDF AttachmentSend in body of email or as PDF Attachment

�� AP Wire AP Wire –– For National NewsFor National News

�� Online Services Online Services –– Longevity, Broad Reach, Longevity, Broad Reach, 
Drives Web TrafficDrives Web Traffic

�� Post on Your Own WebsitePost on Your Own Website
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PointersPointers

�� Send early in the day, early in the week Send early in the day, early in the week 

�� Follow up with a phone callFollow up with a phone call

�� Develop a relationship with reporter/editorDevelop a relationship with reporter/editor


