Writing a press release

· When writing a press release there are a few points you should note:

· Keep it succinct — preferably no more than one side of A4. 

· Try to send accompanying information with it, i.e. a leaflet or brochure which gives a visual identity to your release. 

· Head it up with a tasty and informative title that will catch the attention of the reader, e.g. 

· madonna gives one performance only

· or 

· no money for prince charles this year

· (please excuse the examples!!!) 

· Information is the key thing for a press release so ensure that everything relevant is included in an easily readable fashion. For instance, with a production of a show, at the end of the descriptive section you should list all the details: 

· dates 

· times 

· running time (if known) 

· box office phone no. 

· ticket prices 

· nearest tube 

· website 

· email address (Email address is important as deaf users book seats in this way.) 

· The descriptive section should be clear and not have any superlatives — leave the judgement side to the critic or reviewer. No need to tell them in advance that it is completely brilliant. But — your description should be so appealing that it will do that job for you. 

· Make the point size of your print comfortable to the eye. 

· If you are not familiar with the press (and you are not sure who to send your release to) larger libraries should have pr planner on cd. This is a complete listing of all national, specialist and local press. Unfortunately, it is really expensive — it costs around £800. If your library does not have it and you are publicising an arts event, ring your local theatre/arts centre and see if they have it and would let you use it or ask if the press department would give you a copy of their press list. Usually, theatres are helpful with these requests.

· Oh, and one final point, always ask someone to read your press release before you print it to check spelling, grammar, etc. It's amazing how easy it is not to spot a typo when you have written the piece yourself. It does really look unprofessional and sloppy when press releases arrive with spelling/typing mistakes.

Good Luck!
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