Organisation Letterhead

Immediate release 

This means that it can be published as soon as the media outlet likes. If you want something delayed you can say Embargoed till <Time> <Date>

Headline 

Make it read like it would if it was in the newspaper

First Paragraph

Tell the whole story in as few words as possible. The first sentence should have all the information needed to get the story across. The next few sentences back up the first sentence. This is so the editor only has to publish this paragraph in order to tell the story.

The second paragraph onward

Add other details. Start with general details and get more specific with each paragraph. If you cut off the bottom paragraph the story should still make sense. The same goes if you cut every paragraph from the bottom up except the first one. This is how most news articles are written.

Contact Details

If you are working as a group, make one member the official spokesperson for the whole group. Make sure they understand the issues and if possible look ‘the part’ when photographed. 

