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Category: Business Communication

Subcategory: Business Communication

Tip: Business Communication Skill

While some people are naturally effective communicators, it is possible to teach
effective business communication strategy. Understanding the audience is the most
important factor. Know whether your press release or article is going to the average
consumer, or to technology executives. Describe the product or service in a way that
the reader (or listener) can understand, but don't be overly simplistic or you'll come off
as condescending.

Subcategory: Business Communication Solutions

Tip: Bragging in Press Releases

Beware of bragging in your press release. State the facts in the body of the release. The
quote gives you a little room to "toot your own horn," but try to appear humble. If your
company wins a national award or a coveted contract, by all means announce it. But
keep it factual, and avoid appearing arrogant or boastful. Try having an unbiased friend
or colleague read your release to be sure you haven't crossed the line.

Tip: Press Releases and Jargon

PRWeb Tip: Beware of jargon that are not specific. What you say should present clear
benefits to the customer. These benefits should be understandable to industry
outsiders, and they should be quantifiable. Watch out for buzzwords in the description of
your company that appears at the end of the release as well.

Tip: Press Releases vs. Advertising

Probably the single most important thing to understand about a press release is that it is
not an advertisement. Avoid superlatives like "best" and "unique." Don't use exclamation
points. Concentrate on the features of your product or service and on the benefit to the
customer without using hyperbole.

Tip: Quality over Quantity

Issue a press release when you have news to announce. Microsoft issues hundreds of
press releases every year because it has a lot of products and services across many
divisions worldwide. A small company may send out only two or three releases a year to
announce a new product or a big customer win. Don't put out a release just for the sake
of doing so, but look carefully to see what opportunities you may have to make news.
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Category: Business Writing

Subcategory: Writing For Business

Tip: Overstating Your Case in Press Releases

Overstating your case in a press release will make the reader suspicious of the entire
release. Using superlatives or over-emphasizing your point usually backfires. Make sure
anything and everything that you say can be backed up. Cite credible sources in the
body of your press release, and include contact information of sources for journalists to
ask questions of should they wish to do so.

Tip: Use of Language in Press Releases

Your press release should be easy for the average person to understand without having
to pull out the dictionary. Don't add unnecessary complexity, and don't assume that the
reader knows industry jargon or slang. Keep it simple.

Category: Corporate Communications

Subcategory: Corporate Communications

Tip: Investor Communications

PRWeb Tip: The purview of corporate communications includes public relations, media
relations, internal communications and investor relations. Investor relations involves the
company's communication with its shareholders. Public companies are governed by
strict rules with respect to what they can say to the public and when they can say it.
There are certain disclosures public companies have to make at certain times in their
fiscal year. If you are involved in a joint venture with a public company, be sure that you
know what you can say when. If you are a public company, be sure to adhere to
Securities and Exchange Commission regulations regarding communications.

Subcategory: External Corporate Communications

Tip: About Corporate Communications

Corporate communications is defined as any method by which your company
communicates with anyone--either internally or externally. Public relations is part of
corporate communications. Other components of corporate communications are
investor relations, employee or internal communications, advertising, marketing
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communications, and government or labor relations.

Tip: Expanding The PR Function

Small companies often start out with a public relations person or department and
expand to a larger corporate communications function as the company grows. A press
release can be used to inform employees, customers, investors and the general public,
effectively fulfilling the corporate communications role. If you public relations efforts are
sporadic or ineffective (i.e., not getting picked up by media in your target areas), or if
your company has expanded, your company would likely benefit from a focused
corporate communications effort overseen by one designated individual or department.

Category: Current Events

Subcategory: Current Events

Tip: Linking a Press Release to a Current Event

PRWeb Tip: Issuing a press release that ties your product into current events is a great
way to get some publicity. If your company is helping out victims of a natural disaster,
for example, craft a press release that shows how you're helping and how it ties into
your business. It shouldn't be just a big pat of the back. The release needs to let people
know how your company or product is uniquely qualified to help. Since these types of
stories are time-sensitive, it's helpful to "shop" them to journalists you already know.
They're more likely to drop everything to squeeze in a story for someone they've dealt
with before as opposed to someone they've never heard of.

Tip: Top Business News

PRWeb Tip: Check the business publications (Business Week, Forbes, etc.) and your
industry's publications for the top business news. If these news stories are related to
your product or service, contact the editor. Let him or her know that you're available for
interviews or comments on the subject. If it's unlikely that there will be another story on
the same topic any times soon, try writing a letter to the editor on the topic. This needs
to be done immediately - most weeklies publish letters the following week, so be timely.

Category: News Press Releases

Subcategory: News Releases

Tip: Press Release: Giveaways
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If your company is offering free samples or services, announce it in a press release. Be
specific about how and where people can get the free offering, and include any eligibility
requirements. If the offer includes an expiration date, be sure to state that, too. Include
the benefit to the user in the description of the offering.

Tip: Press Release: New or Redesigned Web Site

Issue a press release if you launch a new or redesigned Web site. Describe any new
features of the site, such as a shopping cart or live chat tool. Include a live link to the
site, and be sure it's up and running well prior to distributing the release.

Tip: Press Releases: Accomplishments

PRWeb Tip: If your firm is singled out for an accomplishment, write a press release
about it. Local media or industry publications would probably be most interested in this
type of announcement, depending on the accomplishment and how it was recognized.
Describe the accomplishment and the circumstances that lead to it.

Tip: Press Releases: Announcing a Trade Show Exhibit

If your company will be exhibiting at a trade show, issue a press release that details the
dates and location of the show and what will be shown in your booth. Be especially
aware of the lead times of publications in your industry to allow enough time for the
release to be published prior to the opening of the show. The trade press will be the
most likely to be interested in this type of announcement. If the company will be offering
free promotional items or services, be sure to include that information in the release.

Tip: Press Releases: Awards

When your company receives an award, write a press release about it. If possible,
include a quote from an executive at the organization that presented the award.
Describe the award and the product, service, or person to whom the award was
granted.

Tip: Press Releases: Community Service

If your company sponsors a Little League team or helps out a local charity, send out a
press release. This type of announcement is usually best suited to local media. If
possible, include a quote from an officer or executive of the organization that is
benefitting from your company's generosity.

Tip: Press Releases: Name Change
If your company is changing its name or the name of a product or service, issue a press
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release as soon as the decision is finalized. Be sure that the release includes both the
old and new names, and say when the change will become effective. The quote should
indicate why the name was changed and what the new name is expected to
accomplish. For example, "The name Widget Tech better reflects the company's
state-of-the-art manufacturing capability."

Tip: Press Releases: Personnel Changes

Promotions, new hires, resignations, and retirements can all be newsworthy. The local
newsmedia will typically pick up these types of announcements. Trade publications will
sometimes pick up a personnel change if the person is well recognized in the industry.
The more senior the employee, the better. In the case of a promotion or new hire,
include a description of the person's previous accomplishments and a quote from your
CEO indicating what the new person brings to the company.

Category: Online Press Releases

Subcategory: Press Release Online

Tip: Press Release Writing Software

If you're trying to write your own press release and you get stuck, you may want to take
a look at some of the programs that claim to write your release for you. Examine the
result critically, however, to be sure it meets the criteria for an effective release.

Category: Press Release Basics

Subcategory: Free Website Content

Tip: Getting Free Content

You can probably get free content to enrich your Web site, but beware. You need to
make sure that the content you're posting is accurate, and that the source is legitimate.
Only accept content from sites that are targeting the same customer base you are. Take
a good look at your customers, and try to figure out what other products or services they
are likely to be interested in. The companies that make these products or provide these
services are a good place to start when looking for content.

Tip: Website content
With a little legwork, you can probably find some content or tools that will enhance your
Web site. Consider your product and the customer you are trying to reach. Then



consider what other things would interest them, and do some online research to find
companies that provide these other products or services. See if they offer anything free
that you can put on your site, or you can include a link to their site from yours. Try to get
them to include a link to your site as well. Just beware - if you link to another site, you
make it easier for your customers to click off of your site. Make sure it's equally easy for
them to get back.

Subcategory: Journalists

Tip: Respecting Deadlines

Reporters are under tight deadlines, especially those who cover the daily news. And the
larger the publication, the more press releases a reporter sees. To ensure that your
press release is read and considered, include as much relevant information as possible,
and be ure that the journalist can quickly and easily get more information if needed. Be
sure there is someone at your company who can answer questions, and make sure they
are always available.

Subcategory: Media Relations

Tip: Media Relations

Consider the media to be a special type of customer. Don't forget them when sending
holiday cards or announcements of special promotions. If you're participating in a trade
show or other industry event, consider attending or even hosting a media event to
attract the attention of reporters and editors. 'Court' the media as you court your
customers.

Subcategory: News information press release

Tip: It's not advertising

A press release is intended to be the basis for a news story. Overblown claims and
advertising slogans have no place in a news press release. Present your product or
service in a factual way, avoiding comparisons to your competition unless they are
germaine to the subject and indisputable. Be sure that your release includes the basic
facts (who, what, where, when, why, and how) in the first paragraph if possible.

Subcategory: Online Press Release

Tip: Online Press Releases
PRWeb Tip: Online press releases are one way to get the word out about your product
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or service, but they shouldn't be the only way. Don't rely solely on online distribution of
your news. Getting your company's name in print still has a certain cachet, and many
readers still get their news the old fashioned way - they pick up a magazine or
newspaper and read it.

Subcategory: Press Release

Tip: Press Releases

Your press release needs to include certain standard elements: contact information, the
date and place the event occurred, and the six basic facts (who, what, where, when,
why and how). The release should also include a quote from a key executive. If the
release is about a joint venture or a contract with another company, try to include a
quote from an executive at the other company as well. At the end of the release, include
an information paragraph on your company.

Subcategory: Press Release Distribution

Tip: Press Release Distribution

Don't bother with cutesy ways of getting your press release in front of journalists. They
don't have time for singing telegrams, and fruit baskets usually stay in the mailroom.
Stick to email or fax, and be sure the send your release using the method the journalist
prefers. These days, that's usually email. Also follow any guidelines on the Web site
regarding follow up. Some publications will give you a timetable, others have a 'don't
call us, we'll call you' philosophy.

Tip: Press Release Distribution Services

There are many companies that will distribute your press release, either ostensibly for
free, or for a fee. Compare carefully to determine what services you want (general
release over the wire services, targeted distribution to selected industries or segments,
or full blown media relations services) and what price you want to pay. Don't be afraid to
spend a little money to get service from professionals. If you've got a blockbuster
announcement that can transform your business, it's probably worth paying to get some
expert help in getting the word out. It's still the cheapest of the marketing disciplines.

Subcategory: Public Relations

Tip: Public Relations Practitioner

Whoever said, "There's no such thing as bad publicity" miseed the news on Enron or
Tyco. Even the most reputable companies can sometimes find themselves in the midst
of a public relations disaster. If you find yourself in such a situation, it's often prudent to



hire a PR specialist or crisis control counselor for your company. Some companies
specialize in 'crisis management' - helping companies to make the best of a bad
situation. In these circumstances, the important thing is to act quickly. Find the help you
need and get the word out right away.

Tip: Public Relations Practitioner

PRWeb Tip: Freelance public relations professionals provide public relations services to
smaller companies on an as-needed basis. This can be particularly helpful if you have a
new product launch or other major event and need help publicizing it. Be sure to select
a practitioner who has experience in your industry, and get references. Most
practitioners will work on either a retainer basis or project basis. Be sure to clearly spell
out your expectations to the practitioner and in the contract.

Tip: Public Relations Strategy

As your company grows, you may want to expand your public relations efforts beyond
issuing a press release every few months. A comprehensive public relations strategy
will address new product launches, an ongoing schedule of releases, public speaking
opportunities and bylined articles. A PR firm can help you identify a public relations
strategy to suit your business. Once you have the strategy, you can decide whether you
want the PR firm to implement it, or if you can implement it yourself.

Subcategory: RSS

Tip: Using RSS

Use RSS to include pertinent information on your Web site, in the form of headlines and
stories from other web sites. You can also make your company's headlines and stories,
along with a link to your site, available to other companies for use on their site. Think
about those sites that your customers might visit, and seek out their RSS feeds.

Subcategory: Submission of a Press Release

Tip: How To Submit Your Release

PRWeb Tip: Do your homework before submitting your release directly to a reporter of a
publication. Make sure the reporter covers companies and products similar to yours.
Find out how each reporter prefers to receive releases (most prefer email) and whether
or not they want you to follow up by phone (most don't). Alway be respectful of their
time, and make your point quickly, whether by email or phone.

Subcategory: Writing a Press Release
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Tip: The Headline

A press release headline can make the difference between getting in print and not.
Make sure your headline is clear and compelling. Stay away from puns, plays on words,
and 'guess what happens next' types of headlines. If the publication is prone to those
types of headlines, let them write it. Your headline should be clear and succinct, and it
should make the reader want to read the body of the release.

Category: Press Release Distribution

Subcategory: Press Release Services

Tip: About Electronic Distribution Services

PRWeb Tip: Electronic distribution services will send your press release directly to
journalists via e-mail. They will also submit your release to search engines. There are
many companies that do this, so look carefully before you choose. A reputable
electronic distribution service should 1) have its own database (as opposed to one that
is purchased), and 2) charge a subscription fee or require journalists to opt in to the
service. Journalists are far more likely to read a release they've paid to receive than one
that is, essentially, spam.

Tip: Augmenting Electronic Distribution Services

If you're using an electronic distribution service, you may want to send the release to a
few news outlets directly. Local media will often report on companies and individuals in
their area, and these smaller outlets are sometimes overlooked by electronic distribution
services. Contact the local paper and any applicable trade publications. Verify the
spelling of the assigning editor's name, and fax or mail your press release to him or her.

Tip: Targeting Journalists

It's important to target the journalists that report on your company or industry for trade
publications, national business magazines, and other media outlets. Sending a press
release to the newsroom--or worse, to a journalist who covers another beat entirely--is a
waste of time. Check the Web site of each media outlet you're targeting to find the
names and contact information of journalists who cover companies such as yours. Be
sure to look to see which journalists are covering your competitors, and target your
release to them as well.

Tip: Ways To Distribute Your Release
There are several key ways to distribute a press release. You can distribute your
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