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(2) Write two (short) paragraphs. Give a good 
summary of the event but leave out excessive 
detail. Include a local place name or two.  

(3) Write a nice straightforward headline – don’t 
worry about being clever, just summarise the 
story in less than ten words. Above the headline 
write ‘PRESS RELEASE’ or PHOTOCALL and 
put today’s date. 

(4) Expand on your first two paragraphs. Write it 
in a way that it could be copied and pasted into a 
newspaper – i.e. in the third person.  

(5) Write an enthusiastic and positive quote. This 
is your chance to show off why the church is an 
exciting and relevant place. Lead into it with 
‘Reverend John Smith says: “… 

(6) Put contact details at the bottom and try to be 
available if at all possible. Call reporters back 
quickly or you may miss the boat. Further story 
detail can go at the bottom under the title ‘Notes 
to Editors’, though it’s unlikely to be read. 

The language needs to be non-
technical, concise and targeted at 
a non-church goer. 

Plenty of local place names to grab 
the attention of a local journalist. 

Fit it all onto one A4 page – too much 
information is off-putting 

Think carefully about your objective from a 
quote – are you trying to advertise the 
event, preach the gospel or highlight the 
good work of The Church? 

Essential details (date, time, location) don’t 
have to go at the very start – but get them in 
quite early. 

Pick the ‘angle’ that you think will make the story most 
attractive to a journalist (while fulfilling your aims).  


