News Releases

One of the easiest ways to increase awareness of an event is to employ news releases. The inverted pyramid model is an excellent tool for writing your news release. This structure suggests beginning with the most important information (who, what, when, where, and why) and ending with the least important information. Overall, sentences as well as their paragraphs should be succinct. Additionally, there is no need for adding metaphors or using dramatic language – that work can be left for the reporter. Make sure the date of release for the article is prominent, usually at the top of the page. At the end of the release place three pound signs to signify that the release has ended. If there are any pictures on hand or other graphic art that you would like to include with your article, make sure you send that as well. Finally, make sure there is contact information on the article you are sending. 

Below is an example of a press release: 


For Immediate Release 

Redefine your Valpo existence


Going stir crazy? Eyes Glazing over? Hanging out in the library again? Why not put up an away message and head for downtown Valpo one last time before the final cram? 


On Tuesday, December 5, Spark PR will be holding its fifth Valparaiso University Downtown Connection.  Students get the chance to enjoy free or discounted food and hear a variety of campus musicians in a casual, relaxed atmosphere….just blocks away from your ordinary Valpo life!


This event is designed to introduce Valparaiso students to the selection of restaurants, cafes, and other shops located within walking distance from campus.  Plus it’s a night of free entertainment highlighting local VU talent such as Filler, Bryant Rosenwinkel, Nate and His Kite, and Donny and the Dudes. Generally, the event runs from 6:00PM until 11:00PM; however, several businesses have started and ended before and after these hours.  Spark PR’s hope with Downtown Connection is that VU students become acquainted with local business and retain this relationship during their time at Valparaiso University. 


Here are some of the specials that Valpo businesses have contributed in past Downtown Connections:

[image: image1.png]



Anneliesje’s (live music, buy one drink get one free)
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Designer Desserts (buy one dessert, get one free)
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Buffalo Wild Wings (10% off, 35 cent wings)
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Don Quixote’s (buy one meal, get one free)
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South Bend Chocolate Factory (live music, 15% off)

· Greek’s Pizzeria (free knots w/pizza, $5 off any purchase $25+)

###

Public Service Announcements
Public Service Announcements (PSA) are another excellent way to reach your audience. PSA’s can be sent to radio stations to announce meetings or events going on and often range from 30, 45 and 60 seconds long. The inverted pyramid concept is incredibly useful as it suggests stating all the facts in a clear and upfront matter. Use clean, clear, and easy language. As in a news release, contact information and a release date should be at the top, while the length of the text should be noted at the bottom. 

An Example: 


 

Release for week of March 23, 2007

Who knew flowers could be so deadly?


Local author Kate Collins will sign copies of ACTS OF VIOLETS, her latest book in the best-selling Flower Shop Mystery series, March 17th, 2007, from 2-4 p.m. at Barnes and Noble in Valparaiso and on March 24, 2007, from 2-3 p.m. at the Borders in Merrillville. There will also be drawings at both locations for themed goody-baskets.


Kate Collins is an Indiana native who started pursuing her writing career in 1993. Visit katecollins.com for more information about the Flower Shop mystery series!
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