Writing Effective Press Releases
Let’s face it, writing probably isn’t your strong suit. You know about plants and you know how to sell plants. But someone needs to connect with the media, and since you’re probably wearing multiple hates, the job falls into your lap, right?
Though experts could argue for hours about the most effective way to write and send a press release, OFA has sifted through the countless conversations to outline some basic things you need to remember when crafting a press release.

Don’t confuse a press release with fancy marketing and promotional copy. Items that may be worthy of a press release include your business sponsoring a charity event, new product development, awards and industry recognition, or new partnerships. 
Easy-to-Remember Tips

· Keep your fonts consistent

· Don’t use fancy fonts or graphics. Make it easy for journalists to read. The easier you make it for them, the more likely your press release will be used.
· Post your press releases on your web site. Having press releases on your web site provides information for consumers (and the media) that come to your site. You do have a web site right? If not, make sure you visit here (link to the web site tips). 

Format
There are several styles used by PR professionals, but here is one that is easy to use.

FOR IMMEDIATE RELEASE:

Contact: Contact person for your business

Company Name

Telephone Number

Fax Number

Email Address

Web site Address

Headline (Use bold face type here. This is a short attention-grabbing line. Do not reference selling anything and never use exclamation marks. Media outlets will trash your release right away!)

City, State, Date – Opening paragraph. 

This should contain who, what, when, where, why. This is the “story” you have to tell. Be concise; deal only with facts; avoid excessive use of adjectives and industry jargon; use quotes from staff or experts whenever possible. 

Further Information (This is where readers of the press release can gain further details, such as your web site)

About (Include a sentence about your company)

### (These symbols indicate the press release is finished). 
