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Promoting Your Group with
Effective PR

© PAPERCLIP
COMMUNICATIONS

Toot your own horn and become “known” to the
campus community through group promotion. This
will help your group become more effective and en-
gaged in the life of your campus!

Writing a Press Release
In order to grab attention for an event or initiative

that your group is involved in, consider writing up a
press release. Here are some tricks of the journalistic
trade to get you started:

TTiipp ##11:: UUssee tthhee IInnvveerrtteedd PPyyrraammiidd SSttrruuccttuurree
The inverted pyramid structure means that you

should put the most important or enticing information
in the first few sentences of your press release, and
then unfold the rest in descending order of impor-
tance. Don’t bury your "best" stuff near the bottom. 

For example, if you are announcing a contest with
a large monetary prize for the winner, put that up
front:

“A $500 bookstore gift certificate will go to the winner
of this year’s Creativity Challenge – the largest prize offered
to date for the annual competition—which is open to all stu-
dents.”

Many people tend to put less important informa-
tion in the first sentence of a release. For example:

“Joe Smith, President of the XYZ Club, today an-
nounced that this year’s Creativity Challenge, open to all
students, includes a $500 bookstore gift certificate for the
first-place winner.”

What's more im-
portant, your name,
your title, and the or-
ganization name, or
the fact that you’re of-
fering an enticing
prize? 
TTiipp ##22:: IInncclluuddee tthhee
55 WWss

Begin the release
with a concise sum-
mary of who, what,
when, and where. The

second paragraph should detail more about the what
and why. 
TTiipp ##33:: KKeeeepp iitt SSiimmppllee

Use plenty of action verbs and active voice. Keep
the release simple and easy to understand. Use short
sentences and paragraphs. Avoid negatives in order to
keep the piece concise. For example …

Passive: "It was announced by him that…"
Active: "He announced" 
Passive (negative) "Workers decided not to accept

the offer."
Active: "Workers rejected the offer."

TTiipp ##44:: IInncclluuddee FFoorrmmaattttiinngg IItteemmss
Be sure to include: release date, contact informa-

tion (your name/position, your phone and email),
headline, dateline, and the proper ending (at very bot-
tom and center of the page, include -30- or ##).

Adapted from a piece written by Lisa J. Hudson for Fed-
eral News Services, Inc., a division of PaperClip Communi-
cations

Prepared for our institution by PaperClip Communications. Reproduced or retransmitted under license with PaperClip Communications.

What2s Happening?
Make it a practice to send out press releases

and/or email announcements for various happen-
ings within your group, such as:
� events that are open to the community
� the accomplishments of individual members
� group recognition from campus, community, or

national sources
� community service initiatives
� recruitment drives, open meetings, and ways to

get involved
� what your group offers to the campus commu-

nity (who we are and how we can help you)
You can send these notices to: campus listserves,

the school paper, the local newspaper, the office of
public relations/community relations, and the on-
line campus calendar.

TTaakkee 55
FFiivvee ttoottaall ppaarraa--

ggrraapphhss iiss aa ggoooodd mmaaxxii--
mmuumm ffoorr eeaacchh rreelleeaassee..
YYoouu22rree ttrryyiinngg ttoo ggeett aa
ffaasstt--ssccaannnniinngg eeddiittoorr22ss
aatttteennttiioonn aanndd iiff hhee oorr
sshhee tthhiinnkkss tthheeyy hhaavvee ttoo
sslloogg tthhrroouugghh aa lleennggtthhyy
ddeessccrriippttiioonn,, tthheeyy wwoonn22tt
bbootthheerr.. IIff tthheeyy hhaavvee
qquueessttiioonnss,, tthheeyy22llll ccaallll
yyoouu..


