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What is a Press 
Release 

• concise document that  
• presents newsworthy 

information in 
journalistic style.  

• discusses the who, 
when, where, how, 
what, and why of a 
news story or 
announcement  

• for the purpose of 
getting additional 
media coverage. 





NEWS WRITING 





Purpose of a Press Release 

• earn positive media 
coverage 

• Proactive, such as building 
brand awareness, 
announcing an expansion, 
or launching new products 
or services.  

• Reactive, such as to 
counteract negative media 
coverage or explain why 
something went wrong. 



How a Press Release works 



Key to a successful Press Release 

• Presenting a 
relevant, 
meaningful 
and 
significant 
story for 
journalists 
and your 
target 
audience 



Follow the Press Release format 

• For the best chance 
of earning more 
coverage, press 
releases need to 
not only be written 
and distributed 
effectively but also 
follow the right 
format. 
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Press Release Format 



• Displayed at the top of the Press Release.  

• Consist of the Government of Tonga official 
seal, the DCC title and the MEIDECC title, all 
aligned centre 

Press Release Format - Logo 



• Title  - ‘Press Release’ 
• Headline - a short, simple and compelling sentence that 

summarises the main message of the press release.  
• Sub-headline (optional) - additional brief statement that 

appears directly below your headline which generally 
expands but does not repeat the headline.  

• Release Date - indicates when the press release should be 
published or written about either immediately or at a 
future time.  

Press Release Format –  
Title, Headline, Sub-headline, Release date 



• This should be in this order: City, country, day, 
month and year followed by a dash to 
separate itself from the first paragraph 

Press Release Format –  
Location & date of the Press Release 



Press Release Format – Content 



• The first paragraph contains 
the most important 
information and cover the: 
who, what, where, when, 
and why/how of the press 
release.  

• The next paragraphs 
provides supporting and 
important information, e.g. 
direct quotes, statistics, 
significant background 
information, photos, videos, 
and audio files.  

• The last paragraph should 
be the ‘For more 
information’ text, which 
provides the hyperlinks to 
the website (portal) and 
social media accounts. 

Press Release Format – Content 



• End Notation - placed at the end of the press release content  

• Contact Information - contact information of the person at the DCC who is 
responsible for providing additional information when requested by the 
media organisation or interested parties.  

• Boilerplate - background information about the about the DCC  

Press Release Format –  
End Notation, Contact Info, Boilerplate 



 

Press Release Format 



Press Release Content Checklist  

• Newsworthy - Does the press release offer value to 
and of interest to the target audience and the 
media?  

• Objective - Is the press release unbiased and 
objective?  

• Factual  - Is the press release information based on 
data that is accurate and free of errors, and 
originated from reliable sources?  

• Written Consent and/or Authorization -  Has 
consent and authorisation been received from 
relevant organisations or individuals?  

• Contact Information - Is the contact information of 
the organisation provided?  

• Grammar and Spelling - Has the press release been 
examined to be free from grammar and spelling 
errors?  

• Consistent Format - Is the press release aligned to its 
standard structure as expected by the media?  



Summary 




