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To:
BTMA Members

From:
Cindy Zylkuski Norris – BTMA Administrator

RE:
PR Made Simple

· The BTMA PR/ Visibility Work Group has put together this material that describes a few simple things that you can do to help you promote newsworthy events that involve your company.  The document contains the following:

· Steps for writing a press release

· Formatting guidelines

· Sample press release

· Distribution tips

With the challenges we are facing in the machining industry these days, it is more important than ever to promote your company, which helps promote our industry at the same time.  This “how-to” info should answer most, if not all, of your questions on delivering news to the press.

· There are several opportunities throughout the year to promote your company.  You need to capitalize on these opportunities, which ultimately market your company and the machining industry.  The following are some examples of what is worthy of promotion:

· A new hire, or promotion within your company

· A new machine tool, or core competency

· A new contract 

· An award from a customer

· Recognition for a safety record

As you will see in the sample press release, it’s important to get the facts straight – who, what, when, where, why (the 5 Ws).  By documenting this information, you are on your way to getting your company noticed by customers, suppliers, competition, neighbors, employees, etc.  Keep an eye out for that newsworthy event which can get in print, be it a local town paper or a major circulation.  Good luck in your public relations effort!

Regards,

Cindy Zylkuski Norris

BTMA Administrator

Steps for Writing a Press Release

1. 10 Essential Tips to Ensure Your Press Release Makes the News

2. Make sure the information is newsworthy. 

3. Tell the audience that the information is intended for them and why they should continue to read it. 

4. Start with a brief description of the news, then distinguish who announced it, and not the other way around. 

5. Ask yourself, "How are people going to relate to this and will they be able to connect?" 

6. Make sure the first 10 words of your release are effective, as they are the most important. 

7. Avoid excessive use of adjectives and fancy language. 

8. Deal with the facts. 

9. Provide as much contact information as possible: Individual to contact, address, phone, fax, email, Web site address. 

10. Make sure you wait until you have something with enough substance to issue a release.
11. Make it as easy as possible for media representatives to do their jobs. 

Formatting Guidelines

Use 8 ½ x 11 paper.

Use a minimum of one-inch margins on each side of the page.
Use a Bold typeface for the headlines to draw attention.
Capitalize the first letter of all words in the headline (with the exception of: "a", "an", "the", or prepositions such as: "of", "to", or "from"). The combination of upper and lower case makes it easier to read.

Complete the paragraph on one page instead of carrying it over onto the next page.
Use only one side of each sheet of paper.
Use the word "more" between two dashes and center it at the bottom of the page to let reporters know that another page follows:
– more –
Use three numbers symbols immediately following the last paragraph to indicate the end of the press release:
# # #
Press Release Format
FOR IMMEDIATE RELEASE:

CONTACT:
Contact Person
Company Name
Telephone Number
Fax Number
Email Address
Web site address

Headline
City, State, Date — Opening Paragraph (should contain: who, what, when, where, why):

Remainder of body text - Should include any relevant information to your products or services. Include benefits, why your product or service is unique. Also include quotes from staff members, industry experts or satisfied customers.

If there is more than 1 page use:

-more-

(The top of the next page):

Abbreviated headline (page 2)
Remainder of text.

(Restate contact information after your last paragraph):

For additional information or a sample copy, contact: (all contact information)

Summarize product or service specifications one last time

Short corporate summary. Include especially any information about products or services which help establish your expertise. Also mention your location, years in business, etc. Keep it short; don't include the annual report.

# # #
(indicates Press Release is finished)

Distribution
Target your audience.  Only contact editors who write about your industry or topic (i.e., business or community editors).   Give details of the news so the editor understands why it's important to his/her readers.  Mail a copy of press release on company letterhead to the editor.

It is entirely up to the editor if he/she deems press release is relevant for printing.  Don't sell.  Be factual.  A release, which tries to sell or advertise is not a press release but an advertisement and will be disregarded. 

Sample Press Release

For Immediate Release:

For more information please contact 

Joe Smith, 

ABC Company,  

800-800-8000, jsmith@abcco.com  

ABC Company of Somewhere, MA

EXPANDS ITS MANUFACTURING FACILITY

Headline: Somewhere, MA, February_____, 20003

ABC Company, a Somewhere, MA based firm with more than 25 years of manufacturing expertise, will break ground this month for its new addition.  ABC’s expanded facility will allow the company to add manufacturing capability that will serve the medical and automotive industry across the US and Canada.   

“The new expansion will improve our position in the North American marketplace,” noted Joe Smith, who owns and manages ABC Company together with his wife, Ann, and his two sons, Mike and Bob.  He added, “In addition to better serving our existing customers, we hope our state of the art expansion and new capabilities will help us to attract new customers who are looking for a company with the history and quality of service that only ABC can provide.”

ABC Company is a precision job shop with capabilities of machining from one piece to several thousand.  Priding itself as a “dock to stock” manufacturer, ABC provides “just in time” service to reduce inventory cost for their clients.  The company has won several awards for excellence in quality and delivery.

The company is located at 123 Long Avenue, Somewhere, Massachusetts.  

For additional information visit the company website at www.abcco.com, or call 800-800-8000.

ABC Company is a member of The Boston Tooling and Machining Association (BTMA).  The BTMA is a trade organization that actively promotes the precision custom manufacturing industry in New England.  It provides its members with technological, networking, financial, marketing, and governmental resources to excel in the global marketplace.  The organization’s membership comes from manufacturers located in Eastern Massachusetts, New Hampshire, and Maine.  

The Boston Tooling and Machining Association is the eastern New England chapter of the National Tooling and Machining Association.  For more information about the participating company nearest you, please call the BTMA at 978-373-8073.

# # #
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