Checklist for press releases
1. Does it identify organization, double-spaced, plain font, and no excessive use of logos and slogans?
2. Is it marked with word “NEWS” or “News Release”?
3. Is the contact person’s info provided?
4. Is the date and dateline provided?
5. Is headline provided?
a. Should be one or two lines, with a noun, verb, and explanatory clause
b. Plain font
c. Avoid hype
6. If more than one page, is a running slugline/header used?
7. Are bias, opinions, and hype avoided? 
a. All opinions should be in the form of quotations
b. All quotes should be attributed to a fully identified source
8. Is the information presented in order of importance (inverted pyramid)?
a. Explain terms and concepts that appear in quotes
b. Alternate paragraphs with basic info, context, data, and quotes

Important reminders for a standard release
1. Keep the release all on one page if possible, but no more than two pages.
2. Contact person- the name, phone number, and email should appear in a block near the upper right hand corner of the page- normally it’s the person who prepared the release or someone for the client
3. Dateline- City, State (if applicable via AP), Date
4. Slugline, continuations, and end sign- if release is more than a page, - more - should appear at bottom of first page; at the end of the last page a - 30 – or a - # - should appear.  At the top of subsequent pages should be slugged with an important word to the story, followed by page number, e.g. INDIANS-1

Elements of the text of a release
1. The summary lead- the first paragraph is the lead. You want every word to count and make sure it is clear what the story is about and why it is important through that first paragraph.  If not, the editor may or may not read on, and the editor might just use that one paragraph.  

Examples:
BRISTOL, Conn., March 1, 2016 – The Feb. 27 edition of NBA Saturday Primetime on ABC presented by La Quinta – the Golden State Warriors defeated the Oklahoma City Thunder 121-118 in overtime averaged 5,322,000 viewers (p2+) making it the most-watched NBA regular-season telecast on any network since 2013 (non-Christmas), according to Nielsen. The telecast peaked with 8,065,000 viewers from 11:15-11:30 p.m. ET. The game generated a 3.2 U.S. household rating.

SAN FRANCISCO, September 14, 2016 - The start of the 2016 NFL season marks the official launch of the Taste of the NFL’s Kick Hunger Challenge. Aiming to help eliminate hunger in the United States, the Kick Hunger Challenge pits fans from all 32 NFL markets against each other for a friendly competition to raise money for local food banks across the country.

2. The details- It gives further explanation, statistics, background, or other details relevant to the news and also serves to back up whatever claims were made in the introductory paragraph. 
a. “Stock” paragraphs or boilerplate paragraphs- these paragraphs identify the organization and its products and services.
b. Quotes- Routine releases may not call for quotes, but may be used when a new product or service comes out, an organization stand on an issue changes, or the company is responding to a change/crisis in their organization or the marketplace.  These should still be factual.  Oftentimes, the writer of the release must sift through organizational statements and records to find quotes.  Quotes rarely appear in the lead paragraph.  Open with quote marks, then end the first sentence with an attribution (typically, “Mayor Jones said”).  Limit use of quotes in body.
c. Style- Journalists typically want the “straightforward” news style of unbiased information in the summary lead, but “feature” style writing is appropriate in subsequent paragraphs for news about trends, interesting people, and product information.  
[bookmark: _GoBack]d. Use AP style- https://owl.english.purdue.edu/owl/resource/735/02/
