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Short Headline Describing News Story
1. (City, date) – Keep your press release short.  Use short, sharp and punchy sentences. If it’s too long, it will probably be spiked or binned or read later, so the urgency and immediacy will be missed.
2. Answer as many of the five W’s in the first sentence if possible but certainly in the first paragraph. The five W’s are WHO, WHAT, WHERE, WHEN and WHY. Not necessarily in that order.  Where possible always include a photograph with the press release clearly naming individuals and describing the theme.
3. The press release should be no more than a page in length. Any longer, the news editor will move on to the next one and it is unlikely that the whole release will be read. However, if the first couple of paragraphs attracts the attention of the news editor, they are likely to do one of three things; 1. follow it up themselves 2.pass it down to a junior reporter or 3. use the information contained in the release.
4. Use quotes wherever possible to emphasise and back up basic information, Very important to include the full name and title of the person being quoted.

5. The name and contact details of the person who can be contacted must be provided at the top of the page along with a daytime telephone number and e-mail address.

6. Circulate the press release as early as possible once the facts are available to editors, reporters, and any news contacts that have targeted as being responsible for covering this particular type of news.

7. Follow up the press release with each media outlet at least a week before the event. Offer to answer any questions and provide further information if requested. Always be positive and enthusiastic why the chosen media’s audience would be interested in what you have to say. 

8. Call your local media outlets to suggest a feature story to a reporter or editor. Interest the reporter in covering a story, such as the importance of volunteers in your community rather than covering a specific event or activity.

9. Provide some background about your Lions Club and the work it does locally. For instance: 

Lions Clubs [Club name] comprise volunteers who identify needs within their communities and work together to fulfill those needs. For more information or to get involved, please contact (name) at (phone number and/or e-mail address; include Web site address if available).

Lions Clubs International is the world’s largest service club organisation with nearly 1.35 million members in approximately 46,000 clubs in 206 countries and geographical areas around the world. Since 1917, Lions clubs have aided the blind and visually impaired and made a strong commitment to community service and serving youth throughout the world. For more information about Lions Clubs International, visit www.lionsclubs.org.
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