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Press Release Format Guidelines

Press Releases - Business, organizational or personal news intended for the Media.


A press release is a written communication that purports to report on an event, circumstance or occurrence by a third party, and is provided to the news media for the purpose of promotion.

Business, organizational or personal press releases are different from a news article in that a news article is a compilation of facts developed by journalists and then published as news content within a given media outlet.

A press release, on the other hand, is designed to be sent to journalists and or media outlets (newspapers, magazines, broadcasters, etc.) in order to encourage them (the reporter or actual media outlet) to develop news articles on the subject. A press release is generally biased toward the objectives of the press release’s author and is most often viewed as raw materials by the media when creating news content.

Since the advent of the Internet the lines between “news” as compared to a press release are getting blurred, but the purpose of a press release, within its related format, is to reach out to the media to get them to report on your particular message, with secondary “direct to readership” benefits associated with overall Internet based publicity.

The Press Release Format

You must report in the “third person”. Just like a news release, a press release purports to report on an event, circumstance or occurrence by a third party. When writing a news release, be a reporter and report on yourself or your business.

Third Person Example: “According to John Doe, the next version of Webster’s Dictionary will include two new slang terms that were identified in his research as being part of …”.

Inappropriate Example: “I, John Doe, was informed that the next version of Webster’s Dictionary will include two new slang terms that I identified in my research as being part of …”

Press releases are most effective when they are under 500 words, generally two to three paragraphs, preceded by a clear and attention grabbing headline. 

Remember, this content is intended to be use by the media, so be accurate and reasonable detailed.

(Begin with the text immediately below)
‘FOR IMMEDIATE RELEASE’
Headline

Be creative and keep it to one sentence. Capitalize the first letter of all words but do not use all capitol or upper case letters. Exclamation marks (“!”) conveys that your release is advertising, not news, and it’s the credibility of news that generates the good publicity.

Paragraph 1

Physical Location (country, state, city), Month, Day, Year - Begin with a strong introductory paragraph that captures the reader’s attention and contains the information most relevant to your message such as the “Five W's” of (W)ho, (W)hat, (W)hen, (W)here, and (W)hy, when applicable. This paragraph should summarize the News Release such that if it were the only part seen by a reader, it would tell your entire message, and it should include a hook to get your audience interested in reading more.

Paragraph 2, 3, 4, …

These paragraphs should contain more detailed important information, and make up the body of the release. Pick up with the information provided in your first paragraph, including quotes from key staff, customers or subject matter experts. Make sure you use correct grammar so as not to affect your credibility negatively.

As for content, make sure to keep in mind that you are writing a press release to grab the attention of the media. It is very important to maintain factual accuracy, make sure you are cleared to use quotes or information about businesses, and most importantly have an angle that will appeal to journalists (often by connecting your release to current events or issues). Effective releases usually utilize a strategy known as the inverted pyramid, which is written with the most important information and quotes first.

Try to keep the press release to fewer than 500 words total. Remember, succinct and to the point works best.

The body of your release should be no more than one paragraph. The final paragraph should restate and summarize the key points of your release. 

Additional 1

Provide avenues for the reader to obtain additional information, demos, samples, etc., and it is important to Internet links. WebWire® provides special data submission fields for company/agency name, contact, telephone, email address, website location, etc. and other online connections (links).

Additional 2

Include trademark acknowledgments, product or event timelines, availability, logistics, etc. in paragraph form.

Additional 3

Background information about the company featured in the release, if appropriate, as well as any applicable safe harbor statement or disclaimers.

Additional 4

With a WebWire submission, include contact information about the release (name, title, email, telephone, etc.) within the appropriate online form. Make sure it is the person who can answer questions about the release.

End with 
three hash characters (as below)
###

Or with the word ‘ENDS’
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Turkey: PEN protests mass arrests of journalists and screenwriters
(15 December 2014, London) PEN International, PEN Turkey and English PEN are deeply concerned by the news that five journalists and six screenwriters have been detained as part of a wide-reaching anti-terror probe into the Gülen movement in Turkey. The detained journalists and screenwriters are amongst 31 people who were reportedly taken into custody on 14 December 2014 “on suspicion of involvement in an illegal organisation” following a series of police raids in the cities of Istanbul, Eskişehir and Van. The arrests have come against a backdrop of escalating political tensions between Turkey’s ruling Justice and Development Party (AKP) and the followers of Islamic cleric Fethullah Gülen. The detained journalists and screenwriters could face lengthy sentences in prison if charges are brought under Turkey’s draconian Anti-Terror Law.
The arrests have come almost a year after the controversial 17 December 2013 graft probe that implicated the sons of several high-ranking AKP ministers. The graft probe, which investigated allegations of high-level corruption in the Turkish state, has been described by the President of Turkey Recep Tayyip Erdoğan as an attempted coup by Gülenist prosecutors and police, who have also been accused of orchestrating scores of wrongful convictions in the initially AKP-backed Ergenekon and Balyoz anti-terror trials.

The 14 December 2014 mass arrests focused on high-ranking members of the Istanbul police force as well as journalists, screenwriters, producers and directors who have worked for newspapers and TV stations affiliated with the Gülen movement.

Among those detained are Ekrem Dumanlı, the editor-in-chief of Turkey’s best-selling newspaper Zaman; Hidayet Karaca, former Zaman reporter and chairman of the Samanyolu Broadcasting Group; Zaman journalist Fahri Sarrafoğlu; former Zaman columnist Hüseyin Gülerce; Bugün journalist Nuh Gönültaş; and screenwriters Ali Samim Noyan, Ali Kara, Elif Yılmaz, Radiye Ebru Şenvardar, Hikmet Tombulca and Makbule Çam Elmadağ.

“It is extremely worrying to see those involved in journalism and the arts implicated in yet another politically motivated anti-terror investigation in Turkey,” said Ann Harrison, Programme Director of the PEN International Writers in Prison Committee. “After so many welcome releases in 2014, Turkey must ensure that it does not return to filling its prisons with writers and journalists with no material links to terrorism or the plotting of violent acts.”

The Board of the PEN Turkey Centre said:  “We are watching with great concern and protest the force that has been used against writers, journalists and the media in recent days. PEN takes its name from the initial letters of three English words: Poets, Essayists and Novelists. When these initials are combined the word “pen” emerges. Breaking pens should not be the business of the government.”

“The raids on media outlets and mass detention of journalists are an extremely worrying development at a time when freedom of expression is increasingly vulnerable in Turkey. As a democracy, the government must give space to all voices in society, including those of critics and political rivals. Authoritarian tactics will only serve to erode the government’s standing, the freedom of its citizens and Turkey’s international reputation,” said Jo Glanville, Director of English PEN
The PEN American Center also condemned the arrests in a statement released on 14 December 2014: http://www.pen.org/press-release/2014/12/14/turkey-erdo%C4%9F-ensnares-journalists-political-battle
More information:

http://www.bbc.co.uk/news/world-europe-30468199
http://www.bbc.co.uk/news/world-europe-30471996
http://edition.cnn.com/2014/12/14/world/europe/turkey-media-crackdown/
For further information please contact Alev Yaman at PEN International Writers in Prison Committee, Brownlow House, 50/51 High Holborn, London WC1V 6ER, Tel: +44 (0) 20 7405 0338, Fax: +44 (0) 20 7405 0339, Email: alev.yaman@pen-international.org


Note to editors:
PEN International promotes literature and freedom of expression and is governed by the PEN Charter and the principles it embodies: unhampered transmission of  thought within each nation and between all nations. Founded in 1921, PEN International connects an international community of writers from its Secretariat in London. It is a forum where writers meet freely to discuss their work; it is also a voice speaking out for writers silenced in their own countries. Through Centres in over 100 countries, PEN operates on five continents. PEN International is a non-political organisation which holds Special Consultative Status at the UN and Associate Status at UNESCO. International PEN is a registered charity in England and Wales with registration number 1117088. www.pen-international.org
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