
TIPS FORWRITING A NEWS RELEASE

The news release (a.k.a press release) is a basic tool for reaching the media and the public. It is an
important tool for alerting the media about an upcoming event, or issue which you want them to
cover.

See the accompanying sample press release as a model.

• Use the logo of the sponsoring organization if sending an email, or letterhead if sending a fax or
letter.

• In the top left corner, type the date. Below that, type "For Immediate Release," unless you want
them to hold the information until a later date, what's commonly called an “embargoed” release.

• Include names and contact information (phone number and email address) for one or two
people. These are people who can speak to the issue and who are informed about your action and
those participating in it. Make sure these contacts can be easily reached by phone and that they
get a copy of the news release as soon as it goes out.

• Pay close attention to crafting the headline and first paragraph. You need to quickly catch the
attention of the busy media professional reading your release: she probably works under a tight
deadline and has lots of other releases vying for her attention. Your release should quickly
answer who, what, where, when (include day of the week and whether AM or PM), and how.
This essential info should “leap off the page.”

• Use bolder print and a larger font for your headline (not all caps) than for the rest of the text. The
headline should be no more than three lines.

• Write the release like a news story (like you were an observer describing what is planned or has
happened) with the information in descending order of importance (the AP Style Guide is useful
here). Be sure to include at least one good quote by one of the people involved.

• Keep sentences short and uncomplicated. Try one or two sentences per paragraph; at most, use
three or four. Try to be brief enough so you can double space your lines, or if that isn’t possible,
skip a line between paragraphs.

• Keep your release to a single page. Only unusual circumstances require spilling over to a second
page. If--heaven forbid!--you do, write "MORE" at the bottom of page one; put contact phone #
and brief headline in upper right corner of subsequent pages.

• If you're able to do so, offer to provide photos or video of your action.

• Type "--30--" or "###" to clearly mark the end of your release.

• To supplement your news release consider including a background fact sheet about the issues
involved.

-- Modified by RiseUp from Ed Kinane's adaptation of Jason Salzman’s Making the News: a Guide for
Nonprofits &, Activists,Westview Press, 1998
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CNY Solidarity Coalition
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December 19, 2016

FOR IMMEDIATE RELEASE
For further information:
Andy Mager, email@riseup.net, 315-XXX-XXXX
Aly Wane, , email@riseup.net, 315-XXX-XXXX

​ Central New Yorkers to Deliver
​ over 600 Petition Signatures to Rep. Katko

SYRACUSE, NY – A new coalition of Central New York residents will deliver hundreds of petition signatures

to Rep. John Katko's office on Wednesday, December 21 at 4 pm at the Galleries, 440 S. Warren St.

Syracuse. The petitions call on Rep. Katko to fulfill his campaign promise to “represent all Central New

Yorkers.” Reminding Rep. Katko of his repeated opposition to Donald Trump's campaign, the petitioners call on

him to commit to eight specific points and demand that he work “to help Central New York and the United

States to remain a place where all people can live freely and flourish.”

Aly Wane, an organizer with the CNY Solidarity Coalition and an undocumented activist in the community,

said, “Central New York has such a rich history of standing up for human rights – the abolition and women's

suffrage movements and much more. Now is a time to build on that tradition to resist the worst impulses of the

incoming administration.”

The petition was drafted by the CNY Solidarity Coalition, a new community-based effort to protect all Central

New Yorkers from the dangers of President-elect Trump's rhetoric, cabinet appointees and proposed policies.

The Coalition grew out of an emergency rally on November 9 in Clinton Square to protest Trump's election. Its

members come from many segments of our community – unified by the need to stand up to the ever-evolving

Trump-Pence-Ryan agenda and work in solidarity with those most likely to suffer increased discrimination,

violence and oppression.

The CNY Solidarity Coalition welcomes new people to join its efforts. It can be reached at 315-472-5478 or

CNYSolidarity@gmail.com.
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