1. What is your focus? In other words, what are you trying to promote? Are you launching a new web site, introducing a new product, publishing a new book, etc. Be sure you only have one focus.

2. What is your angle? Simply stated, why is this newsworthy? This can range from anywhere to pure entertainment or a new tech gadget that helps organize someone’s schedule, etc. You get that idea. Make sure you connect your product, service, news, etc with your audience.

3. Who is your audience? What type of media and consumers do you want to reach?

4. What are a few important points? List any pertinent facts, statistics, or history that will help support your angle. Remember, shorter is always better so try to keep it to 3-4 main facts.

5. What are your keywords? For SEO (Search Engine Optimization) purposes, are there any keywords that you want to optimize your release for? List 2-3 of the keywords that you want to use.

6. Quotes. Please provide a quote from someone at your company regarding this news. The quote should be your commentary on the news (why it’s important, what it means to your customers, etc.). 
7. Background Information. Summarize the pertinent information regarding your company in two to three sentences. While this may not be directly related to your news, knowing your company’s history and background well help the consumer understand how you are qualified to speak on the product, service, etc. This will help add credibility to your release.

8. Contact Information. When it comes to contact information, include the kitchen sink. Include a contact person, phone number, web site, email, etc. You’re sending the release out in hopes of receiving positive response, so be sure that the media can actually respond to you!

