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What is a press release?

Why to use press releases

When to issue a press release

How to write a press release

How to send a press release

What to do after sending

Today’s presentation



A press release is an official statement delivered to 

members of the news media for the purpose of 

providing information, an official statement, or 

making an announcement.

What is a press release?

• Be on the record about a certain topic

• Inform the public



Press release vs. press statement

• Press release: story format with quotes

•Objective text with opinion in quotes

• Press statement: long quote format

• All opinion

What is a press release?



Press release



Press statement



Visibility for your League

Take credit for your work!

Tell voters what they need to know

Why to use press releases



When to issue a press release

•When your League does something newsworthy

• Filing litigation/decision on litigation

• Issuing a report

• Launching a campaign

•When it’s important to publish a press statement

• Voting-related bill moving through legislature

• Impactful event in your area

•Draft ahead of time!

• Pick a press contact

• Pick quote attributions

• Think about making a media plan/calendar



How to write a press release

Templates on LMS!

Find in Talking Points & Templates:

https://www.lwv.org/league-

management/communications/talking-points-

templates



Anatomy of a press release

LOGO

FOR IMMEDIATE RELEASE, 
WEBSITE, DATE

CONTACT INFO



Anatomy of a press release

HEADLINE: LEAGUE NAME, A FEW 
ACTION WORDS

SUBHEADLINE: MORE IMPORTANT 
CONTEXT IF NEEDED



Anatomy of a press release

OPENING PARAGRAPH: CITY,
WHO, WHAT, WHEN , WHERE, WHY



Anatomy of a press release

FIRST QUOTE: MOST PROMINENT, 
CATCHY, PITHY, MORE WHY

TIP: BOLD SPEAKER NAME



Anatomy of a press release

MORE CONTEXT: FURTHER DETAILS 
ABOUT THE FIRST PARAGRAPH



Anatomy of a press release

SECOND QUOTE: OPTIONAL, 
COULD EXPLORE SECOND ANGLE



Anatomy of a press release

FINAL CONTEXT: NEXT STEPS, 
ACTION POINT

TIP: LINK TO SOMEWHERE YOU 
WANT PEOPLE TO GO – EVENT 

PAGE, VOTE411, PETITION



Anatomy of a press release

LINKS: OPTIONAL LINK TO PRESS RELEASE ON YOUR 
WEBSITE, LINKS TO SOCIAL MEDIA



Anatomy of a press release

BOILERPLATE: ORGANIZATIONAL SUMMARY

https://www.lwv.org/league-management/talking-points-
templates/lwv-organizational-description-template



How to send a press release

• Paste into email body

•Do not send as attachment

• Subject line: headline

• Compile a press list

• Blast to entire press list

•Use email marketing service if you use one

• PROOF IT!

•Make reply email go to one person’s inbox



What to do after sending

• Contact person

• Check inbox for replies

• Vet press inquiries

• Coordinate/schedule interviews

• Designated interviewee

• Take time to prep

• Read our tips for media interviews on LMS

• Post it on your website

• Post on social media

• Link to website

• Add a graphic!


