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How To Write A Press Release

Belchertown, MA, November 11, 2001 - Crafting a well-written press release is critically important.  Right after a fire is the time when you have the media’s attention.  This is your window of opportunity to send out the right message to the media and to the public.  It is important to know how to write an effective press release BEFORE you have to do one.

The following are some press release writing tips as well as some resources for you to use.

Format

· Issue it on official letterhead

· Keep it concise-one page, certainly no more than two

· Use 1” margins

· Put a contact right at the top that the reporter can follow-up with if there are any questions

· Put a date on the press release

· Finish the paragraph on the first page-don’t carry it over to the second

· If it is a two-page release, put the following at the bottom of the first page

-more-

· To indicate the end of the release, use

###

Content

The headline and the first few words are your “hook.”  Many editors won’t read beyond these if they don’t grab their interest right away.  Provide a concise factual summary of events, including:

· Date, time and location of the incident

· Type of incident

· Number and type of injuries/fatalities

· Brief description of damage (narrative and dollar amount)

· Cause and origin, if known

· Status of the investigation

· What resources were used

This is also an opportunity to go beyond the specifics of the incident and educate the media and the public on how this outcome could have been avoided with better fire prevention, fire alarms/sprinklers, equipment, staffing, etc.

-more-

Statistics

It may be worthwhile to include statistics in your press release.  Using these effectively can demonstrate trends, or that a local problem (for example, fraternity fires) is also a national one. 

Examples of statistics could include (both nationally and locally):

· Number of fatal fires

· Occurrences of fires in residence halls and Greek housing

· Occurrences of fires in off-campus housing

· Other related fires that have occurred

· Common cause of fires in student housing

· Legislation relating to campus fire safety

· General statistics on fire in the United States

· Effectiveness of fire alarms and sprinkler systems

Finally, be sure to review your completed press release for accuracy, both in content and “wordsmithing” before it goes out the door.

###
Sources for national statistics include:

	Topic
	Source

	Fire Statistics

Fire Investigations Reports

Fire Incidents
	NFPA International

1 Batterymarch Park
Quincy, MA  02269 
1-617-984-7275 (tel) 
public_affairs@nfpa.org 
www.nfpa.org   

U.S. Fire Administration   

The viewer is encouraged to search the USFA website at www.usfa.fema.gov for relevant information. 

Marko Bourne. 
1-301-447-1853 (tel)
Marko.Bourne@FEMA.GOV


 HYPERLINK "http://www.usfa.fema.gov" 
www.usfa.fema.gov
Campus Firewatch 

Ed Comeau, Publisher
PO Box 1046
Belchertown, MA  01007 
1-413-323-6002 (tel) 
publisher@campus-firewatch.com 
www.campus-firewatch.com 

	Fire Alarms
	National Electrical Manufacturers Association 

Mr. Rae Hamilton, Vice President Communications
NEMA
1300 N. 17th Street Ste 1847
Arlington, VA 22209
1- 703-841-3256 (tel)
1-703-841-3356 (fax)
 Rae_Hamilton@nema.org
SimplexGrinnell 

Chris Woodcock, Manager, Advertising & Public Relations
SimplexGrinnell
100 Simplex Drive
Westminster, MA 01441
1- 978-731-7052 (tel)
1- 978-731-7856 (fax)
chwoodcock@tycoint.com

	Fire Sprinklers
	National Fire Sprinkler Association (NFSA) 

David Vandeyar 
40 Jon Barrett Road
P.O. Box 1000
Patterson, New York 12563
1-845-878-4200 x 119 (tel) 
1-845-878-4215 (fax)
vandeyar@nfsa.org 
www.nfsa.org 

	Smoking
	American Cancer Society 

Lori J. Fresina
Director, Smoke-Free New England
American Cancer Society
30 Speen Street
Framingham, MA 01701
1-508-270-4680 or 1-800-952-7664 x4680 (tel)
1-508-270-4699 (fax)
Lori.Fresina@cancer.org
www.cancer.org


