Church Communications & Technology

News Releases

News Media 

· Establish a media contact list: Name, FAX, phone, email address

· Obtain publishing schedules. Submit news releases based on each media outlet’s individual schedule.

· Tailor content to the specific media outlet. Some use specific formats as well as only use selected types of content. Neighbor newspapers, for example, do accept event (calendar) items, but have a standard event item phrasing. Use their phrasing when sending them a calendar entry.

News Release Format

· If you email news releases (the preferred means), single space lines.  Also, use a plain text email message. Do not attach a document of the release.  Attachments bloat the recipient’s email system. They do not appreciate that and do not need to see your logo.

· If you print and mail or FAX news releases, double-space lines for ease of manual editing and use one-inch margins. [Most editors now prefer to get plain text email news releases.]

· Either label the release “For Immediate Release” or give a release date.

· Specify a news release (story) title.

· Use standard journalism “inverted pyramid” structure – write from most important to least important information.

· Start with the standard “Who, What, Where, When, Why, and How” (WWWWWH).

· Always include “For more information, contact …” at the end of the release.

· Include your name, the church’s name, street address, email address, and phone number.

· If you include photos, remember to add a caption for each photo.  Captions must identify everyone in the photo.

Writing the story

· Present information of interest to the reader (not necessarily to you).

· Write about people!

· Look for an interesting angle or twist on otherwise “normal” information

· Photos. Remember, people like seeing and reading about people.

· Check spelling

· Check grammar

· Write simply, conversationally. Keep the “Fog index” low.

