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Writing a Media Release

· The format: a letter-sized, 8½” X 11” sheet

· Header: “Press Release” or “Invitation” framed by a Network logo and the logo of the university (with permission).

· A Reference to the time of publication:

· “Immediate Release”: to ensure quick distribution of the release

· “Embargo”: if instead the preference is for distribution of the release at a future date (of limited use as there is always the possibility of a leak)

· Title: represents the central idea of the release which is to capture the journalist’s attention.

· Name of city from which the release was issued, along with the date

· The body of the text: 

· 1st paragraph: 

· (the lead) it must contain the essence of the message in a few sentences. If possible, limit it to one sentence.

· Middle paragraphs: 

· provide a detailed picture of the event that is being promoted and the context within which it is being organized. Normally, they answer the “how” and the “why”. There should be only one idea per paragraph. The order of the paragraphs should be most important to least important information. 

· include a short presentation of the Delegation, the Network and Rights & Democracy, without forgetting to mention other partners involved in the project. Quotation from a Network or Rights & Democracy representative can also be included (this sort of presentation is usually the last paragraph in the release; the conclusion comes before it!). 

· Last paragraph: clear conclusion (“wave-making” declaration, reminder of issues at stake, etc.) 

· The number - 30 – at the bottom of the page: According to international journalist code, this number signifies the end of the release; all information appearing after this number is not considered for publication.

· The source: the name of the author of the media release must appear at the end of the release along with his/her contact information so that journalists can reach him/her if they want more information. 

NOTE: A media release should not be longer than one page, so keep your sentences short and concise. 

An Example of a Press Release
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For immediate release

MEDIA RELEASE

Artists Defending Human Rights!

Montreal, March 1st –The Rights & Democracy Delegation at the University of (…), with (…) presents the “Artists Defending Human Rights!” exhibition, an event bringing together 25 works by British Columbian artists committed to defending human rights. 

Date: March 8, 2008 from 5 to 7 pm

Location: (…) Building, University of

Note: Parking is available beside the building.

Many of the participating artists will be on hand to discuss their work. (…) will give a short presentation on art as a tool for promoting democracy and respect for human rights. 

The exhibition will open to the public on March 8, 9, and 10. Guided tours will start every hour on the hour from 9:00 a.m. to 4:00 p.m. 

The exhibition opening event is scheduled for March 8, from 5:00 pm to 7:00 pm. 

Fair-trade coffee and chocolate will be sold at reasonable prices, and the money collected will be donated to Artists for Peace, a non-governmental organization that supports the production of artworks by politically-active artists in developing countries.

The (…) Rights & Democracy Delegation has been promoting human rights and democratic development on campus for 3 years. The Delegation is part of the Rights & Democracy Network, which is an initiative through which Rights & Democracy creates spaces in Canadian and foreign universities and encourages students to come together, propose and initiate activities that promote human rights and democracy. 

Rights & Democracy is a non-partisan organization with an international mandate. It was created by Canada's Parliament in 1988 to encourage and support the universal values of human rights and the promotion of democratic institutions and practices around the world.
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Contact:
 (…), Communications Delegate

  
(…) Rights & Democracy Delegation 


    
Tel.:   (…)    

Email: (…)

Press Kit Contents

· Press conference agenda (including names and exact titles of speakers)

· Media release

· If possible, include an information sheet listing the main facts and important statistics related to the issue in question.

     
Example: Elections in the Democratic Republic of the Congo (DRC)

· Population of the DRC

· Number of registered voters

· Number of eligible candidates 

· Important dates: chronology of transition to democracy

· Rights & Democracy bookmark, sticker or flyer.

· Explanatory document on the Network and projects conducted by the Delegations.

· The Delegation’s promotional documents including the name and contact information of the individual responsible for community relations.

· A CD-ROM of photos or graphic images related to the event.

· Any other document related to the event being promoted.

Press Conference Planning Guide 

For print, television and radio media who have already been sent the press release.

Logistics:

· Ensure that the room has enough seats for the number of journalists expected. 

· Is there the necessary audio-visual equipment for radio and television journalists, including microphones for speakers, and audio input jacks for sound?

· Is there enough lighting for television?

· Set up the Network banner, posters or other Network promotional tools behind speakers to ensure visibility. 

General sequence of events at a press conference:

· Greeting and registration of journalists


· Word of welcome by moderator/facilitator

· Statement by speaker(s)

· Question period (in Quebec, questions in French first, then those in English)

· Interview with print media, if any

After the conference:

· Send press kits to absent journalists

· Media clippings

· Evaluation / Post-mortem of the conference

Press conference assignment of tasks

Task






Name of individual responsible

Determine conference agenda



 ___________________

Resource person for journalists
   


 ___________________

Moderator/facilitator




 
___________________


Recruit speakers





 ___________________

Select room and requisition equipment

 
___________________

Contact person for media




 ___________________

Write notice of meeting




 ___________________

Write media release





 ___________________

Prepare press kit




 
___________________

Prepare name cards folded in 2 (tent format)

 ___________________

Write speaker’s notes





 ___________________

Prepare Q & A 





___________________

Reminder call to journalists the morning of the conference
___________________

Write moderator’s word of welcome



 ___________________

Organize conference site

 

 
___________________

Prepare a Network logo to serve as a backdrop 

___________________

Greet journalists





 ___________________

Send press kits to absentee journalists


 ___________________

Media clippings





 ___________________

