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Writing For Media

Week 13
Public Relations Writing
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Introduction

« The public relations (PR) function in any organisation is
usually carried out by staff who have specialised in this
sector.

* Public relations is all about the relationship between the
organisation and the general public.

 One of the aims of PR is to influence the general public
through the mass media.

 The job of the PR person in any organisation is to be
constantly on the lookout for newsworthy events,
products, developments and human interest stories and
then turn them into any of the following:
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e Anewsrelease

« A press conference

. A photo opportunity for newspaper coverage
. Corporate material for direct mailing

. Briefing packs for potential customers

. Briefing packs for special groups of visitors

. Free educational packs for schools and colleges.
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. If you are responsible for helping to produce public
relations material, here are some guidelines to follow.
Effective PR material will:

. Be factual, newsworthy and impatrtial
« Appeal to human interest

. Contain up-to-date information

. Be appropriately distributed

. Be produced professionally.
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News Releases

A news release (or press release) is an
announcement sent to the press and other media
about anything considered to be newsworthy.

A press release iIs NOT an advertisement but it can
result in useful publicity for the company issuing the
release.

Some reasons why a company may send a news
release to the media are:

Relocation of offices

Introduction of new products/services

Purchase of new building/premises

Changes in top personnel

Response to a crisis/allegations about the company
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Compiling a Press Release

« Editors who receive the press release may publish an
edited version, publish it as written or contact the initiator
to find out further details.

« Unfortunately 90% of press releases are thrown in the
editor’'s waste paper basket. Only 5-10% are actually
used.

 To make sure your press releases are in this small
percentage, special writing skills are needed:
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. Headline: compose an appropriate, snappy heading.

. Opening: a good opening para is essential to grab the
editor’'s (and ultimately the reader’s) attention. Give
the main essence of the message in this opening.

. Middle: central paras should be short and self-
contained so that the editor can cut them out if
necessary without ruining the sense or the flow.

. Close: a conclusion or a summary may be appropriate
at the close, or a brief repeat of the main message. It
Is often useful to include a quotation from a key
person.
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Guidelines for Writing News
Releases

« Use third person. Write as though you are the
newspaper editor, talking about your company as an
outsider.

« Do NOT make your press release sound like an
advertisement or invitation.

« Write in an interesting, snappy, punchy style with short
sentences.

e Try to appeal to human interests where possible.

« Use a style suitable to appear in a newspaper with as
few changes as possible.
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 Your press release MUST answer the following
guestions:

«  WHAT? What is happening?

« WHO? Who is involved? Who is affected?
« WHERE? Where is it happening?

« WHEN? When is it happening?

e  WHY? Why is it newsworthy?

In other words, provide the 5W1H again.
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California Arts Council

FOR IMMEDIATE RELEASE
July 12, 2005

Mumber 05-13 Gloriamalia Perez, Department of Justice
WY CAC.CE.gov (918) 445-4438

The Art of the Law
California Arts Council and the Office of the Attorney General
host art show by local legal professionals

SACRAMENTO = The California Arts Council, Office of Attorney General Bill Lockyer and
Side Bar Cafe will sponsor A Crearive Merger: Lavwyers and Artists, a visual an display at the Department
of Justice building at 1300 1 Steeet, Saceamento, CAL A Creaive Merper: Lavwyvers aend Ariisdy opening will
be Friday, July 15 from 3:30 1o 5:00 pm, and California Arls Council Director Muriel Johnson and Chiel
Depuly Atterney General Steve Coony will speak.

ST was impressed by the show since T first heard shout 117 said Tohnson. “The work is wonderful,
and demonstrates that art resides in people of all professions. including those who may be better known for
Ineic and reason than creativity.”

“It is an honor to-eo-host this powerful exhibit and display the talent of our legal communin:,”
Lockyer said. “Creative expression stimulates freedom of thought, appreciation for diversity and opens
new windows onto the world inwhich we five. The cellected works of these fine artists - and lawyers -

achieve these worthwhile objectives with style and beauty.”
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Company Newsletters

 Many companies publish regular newsletters known as
In-house journals or company magazines, which keep
staff informed about matters of interest.

 These regular magazines are very good for improving
company-staff relations.

 These newsletters may also be sent to employees who
have retired.

 Company newsletters contain a variety of information
such as:
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. New policies/procedures

. Updates on products/services
. Births/marriages/deaths

. Promotions

. Sports and social news

. Contributions from employees.

. Special newsletters may be produced for circulation to
customers or members of a special industry.

« They are a good way of keeping people informed
about the latest products, news and developments
within the company.
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Writing Skills

« Use reported speech, third person

 Write in an interesting, readable style

* Use short sentences and a crisp, snappy style
* Tryto appeal to human interests

* Be as factual and objective as possible

e Build the article logically.
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Examples of company newsletters
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