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Press Release is an official document written and 
prepared by a communication or public relations 
department to give out an announcement from a 
respective organization. Press Release is also called 
News Release is the backbone of publicizing an 
organization to the public. A press release is preferably 
written on a single page however if the information is 
too long then it can exceed to two pages and not more 
than that.
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Primary reason of writing press release is help to achieve 
organizational objectives. News releases form a basis of stories 
in news column of newspapers and magazines publicized on a 
radio or TV programme and now a days social media. Press 
releases tend to create awareness and that creates a public 
attention about an issue, situation, products and services 
concerning an organization.                                                                         
Publicity releases take many forms depending on the audience 
and the medium for which they are intended. A publicity press 
release should focus on one topic only conform to accepted 
journalistic style and begin with a self sufficient lead 
paragraph.
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Name Of The Organization has to be included on the 
document to show recognition and specification of where the 
information is originating from.

Logo this is to show the brand responsible for the press 
statement, this is for recognition too.

Headline it’s a brief sentence that aims at giving a journalist 
an indication of what the release is about, gives the bottom-
line the newsworthy aspect of the story.

Location acknowledging where the information was written, 
where the organization resides is very important.

Contacts involves the organization available contacts such as 
the email address, fax and telephone numbers and website. 

Date notify when exactly the press was released.
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Address, describes the organization’s location involving 
the post office box, the name of an area, street, city or 
region.

The term “PRESS RELEASE” should be written down on 
the document as it differentiates the document from all 
other document.

Name, signature and position of the writer ensures the 
originality of the announcement and shows that the 
information is from a credible source of the organization.
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Lead Paragraph, the most important part of the press, provides the 
basic details of the story. Use the inverted pyramid style of writing, 
emphasizing the important or interesting facts first in the story. 
Here the story is written in inverted pyramids form where the 5 W’s 
are well described. Explaining What is it about?, Who is it about?, 
Where is it taking place?, When is it taking place?, Why is the 
reason? And How is it going to happen?

Main Body is the part that provides more details and info of an 
issue, event or a product. Usually explains extra information for 
more clarification.

Conclusion is the ending part that includes an apology to a 
troubling issue and a thank you to the public for support and to the 
organization.



IMPORTANCE OF WRITING A PRESS RELEASE

• Press release is a source of news story ideas as they announce on appointments, promotions, 
events, press conferences etc.

• Press releases are cost effective, they are distributed at a nominal cost compared to press 
conference and advertising.

• Factor of credibility, studies show that people consider information in a news story to be much 
believable than an advertisement. It’s a believable statement than adverts.

• A press statement provides clarification on a bad story, wrong and fake  news, rumors, gossip 
or a negative situation diminishing the organization’s image. This is a way to bury bad news 
story by giving out facts and confronting the issue plus apologizing to the public. Press release 
prevents harms and negative image of an organization.

• Press release announce important information to the public, can be an event, product 
launching, Press release provide exclusive announcements to the public and media houses.

• Press release show where the organization stands on certain decision making and shares 
respective apologies to the public.

• Press release promotes a brand and strengthen the image of an organization.
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