Top 12 tips for Press Releases
 

· Title is the most important part. It should focus on the expected IMPACT and RESULTS and include a verb, e.g. EU and Ukraine work together to improve Air Quality. (That a meeting or conference will take place is not enough. What will the workshop achieve or focus on?) 
· Maximum one page. (IF absolutely necessary additional pages can include background information.) 
· "Chapeau" ("hat"-first two-five sentences) should include the key information. (and be in bold and italics) 
· It should be clear if press is invited, and if yes, EXACTLY when and where meeting will take place. Best format is (right after "Chapeau"):
What?: Title of conference/workshop 
When?: including expected end time 
Where?: with as much details as possible 
Who?: participants/speakers 
How? what language and if translation is available 
· Overall, use a "pyramid" structure: Begin with general and most interesting information first. As you continue, you can further develop. Least relevant information at end (which might get cut by press). 
· Add Context or Background at end, for important background information about the project and/or related EU policy and Ukraine country context. 

· Use quotes and numbers (but with common sense). Quote is best after "Chapeau" and basic information.  

· Avoid abbreviations (if necessary, spell out when used first time) and no need for technical details. Content should be of interest for a broader audience. TRY to translate objectives into what this means for Ukrainian citizens. 
· Keep it short and simple. Delete any words and phrases that are not necessary. Keep sentences short (1 line - better two short, than one long sentence.) 
· Make it more "active" by focusing on VERBS and ACTORS. Who does what? 
· Only refer to European Union (and not European Commission, which is PART of EU, and explicit in Communications Strategy since Lisbon Treaty). 

· Include contact persons, with title, phone number, e-mail and website. "For further information:" 
