
 

 

 

**Read all about it!** 

 

See below for Top tips on writing a press release and getting it published in your local paper. 

Getting a story in the local paper can be a useful way of promoting your business or 

enterprise. Check out our 8 tops tips to find out how… ✍🏽 

 

1. Be newsworthy. 👍 Make sure your story is actually about something! Perhaps you are 

holding an event, have an anniversary, you’ve won an award, you’re joining in with a 

national awareness day, you have a lovely story to tell about how your enterprise has helped 

someone…  Get creative 👩🏽🎨 

 

2. Get the structure right.  

 

• Include all the W’s in your first paragraph. Answer, Who, What, When, Where, Why? 

E.g. “Anytown Community Centre is celebrating it’s one-year anniversary on Saturday 20 

October by holding a Bingo and Cocktails extravaganza to raise money for a new coffee 

machine.” 

• Use your remaining two or three paragraphs to expand on what you have said, give a bit 

more detail… Why should people come to your event, what is it for?   

• Include a nice quote from someone to spice the whole thing up. It might be from you, 

one of your customers, a local councillor… The quote is often a good place to include 

what you would like people to do as a result of reading your article.  

E.g. local councillor Barry Smith said “We’d love to see lots of local Anytown residents at 

this event, which promises to be a really fun evening for a great cause”   

 

3. Make sure your press release includes your contact details and the date. 

 

4. State whether your story is, “For immediate release” or “Embargoed until (a certain time 

and date)“ at the top of the press release. 🖋 Only embargo the press release if it is really 

necessary to do so.  

 

5. Try to find out the editor’s name so you can address the email to them personally 😁 and 

follow up with a phone call the next day.  

 

6. Send your press release about a week before your event. Local papers often come out on a 

Thursday.  

 



7. Include an awesome, high quality photo. 📷 📸 Local news usually likes photos of 

people.  

 

8. If your press release doesn’t get published, you can always try writing a letter to editor 

instead.  

 

While a lot of local papers are closing, there are still plenty out there and some have lots of readers, 

so give it a go! You can also try local radio stations.  

 

Let us know what you think and any #tips you have  

 

#marketing #smallbusiness #buylocal #socent #commschat #communitycatalysts  

 


