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“Doing business without advertising is like winking at a 
girl in the dark. You know what you are doing but nobody 

else does.”  
Steuart Henderson Britt 



Well done on making a commitment to gaining free publicity for 

your business.   

 

Telling someone about your business is fantastic but having  

someone else tell them or having them read it via a publication 

they trust  magnifies the impact of your message.  

 

Just take a moment to think about it.  You are driving to work and 

you listen to the radio.  You here a Doctor make a comment on 

cholesterol medication.  You then retain that information  

because you heard it from an “expert” in the field.   

 

You actually have no proof that the information is correct nor do 

you have any idea who the “expert” is but the fact that you know 

it is a Doctor means you instantly take the information on board. 

 

This is the power of the media.  This is the reason it is crucial to  

attract media attention for your business and to be seen as a go 

to person for your product or service.  A lot of business owners are 

not aware of the power of Public Relations and tend to think that 

this only applies to large corporations and Government  

Departments.  

 

This couldn’t be further from the truth. All businesses, no matter 

what the specialty or the size, can benefit from PR.  It can work 

whether locally, nationally or internationally depending on the 

angle you take. 

 

This step by step guide shows you how to write your own press  

release, how to distribute and follow up to achieve free publicity 

for your business. 

 

If creative writing is not your forte then outsource the writing of 

your press releases and do the distribution and follow up yourself.  

A well written release is worth so much more than you will pay to 

have it written.    

 

Yours in business 

Kathie Holmes 
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PART ONE 

 

WHY DO I NEED  

A PRESS RELEASE? 
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Top 10 Reasons Why You Need a Press Release! 

    

1. You want to sell your product or service; 

 

2. You want new customers; 

 

3. You want people to know about your business; 

 

4. You want to advertise your business but don’t want to spend 

thousands doing so; 

 

5. You want to build your brand; 

 

6. You want to remind people that your business exists; 

 

7. You want to build brand loyalty for your product or service; 

 

8. You want to build a profile as the “go to” person in your 

 industry; 

 

9. You want recognition for your business; 

 

10. You want repeat customers! 

 

Is it really worth it?  

 

Yes.  Having a journalist or editor get to know you and your  

business means they can call on you at anytime they need a 

quick story or need a product for a photo shoot.   When they start 

calling you it becomes an equal playing field of both sides 

working together for their customers.  It also gives you credibility 

with the particular journalist or editor and means they pay  

attention whenever your press release hits their desk.  

 

One client I have written press releases for gained a double page 

spread in New Idea for her business.  It was an article about her 

and her business and gave all her contact details.  To have paid 

for a double page spread in New Idea was around $55,000 
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12 Reasons To Send a Press Release 

 

1. Launch of a new product or service; 

 

2. Raising awareness of an event or cause your business is 

 involved with; 

 

3. Change of owner or Director for your business; 

 

4. Welcoming a new staff member—only relevant where the 

 business relies on the new staff member to bring their  

 customers with them i.e. hairdressers, beauty therapists etc; 

 

5. Celebrating a staff member’s achievement i.e. awards, long 

 service etc; 

 

6. Your involvement with local charities; 

 

7. A current local news item and how it will impact not only your 

 business but others in your area; 

 

8. Sharing your findings i.e. you may have conducted extensive 

 research or a study on a particular issue. 

 

9. Are you an exclusive stockist of a new product? 

 

10. Are you speaking at an event? 

 

11. Are you opening a new store or branch? 

 

12. Have you signed a major contract or export deal? 

 

As you can see there are various reasons why you can issue a 

Press Release.  There is always an angle it’s just that sometimes 

you need to look for it. Don’t just think of sending to journalists in 

your direct area i.e., you might sell clothing but perhaps have 

exceeded your yearly targets half way through the year – this is 

something that business journalists/editors would be interested in. 
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PART TWO 

 

CONSTRUCTING 

YOUR  

PRESS RELEASE 
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Press Release/Media Release example below (note you can use 

either Press Release or Media Release it is up to you)  

 

 
PRESS RELEASE 

For Immediate Release 

 

1st June 2012 

 
FASHION JEWELLERY CAUSES LEAD RELATED ILLNESS IN INFANTS 

 

Canadian Study* finds that inexpensive jewellery contains a high 

percentage of lead which can lead to illness and intellectual 

problems in infants. 
 

As most mums know, babies love to suck on mum’s jewellery. They have a 

fascination with pulling and tugging at necklaces or bracelets and often 
these things find their way into bubs mouth. 

 

Studies have shown that inexpensive jewellery contains between 50-100% 

lead and may cause intellectual and behavioral problems in infants and  

children. 
 

To combat the problem mothers are being encouraged to wear Teething 

Bling – jewellery designed to look good and be completely safe for infants. 

Teething Bling is designed for little ones to handle and chew. Made from the 

same material as many teething toys, Teething Bling looks great and is safe 
for curious babies. Pretty and practical! 

 

Australian online store, ABC Bling has just received their first shipment of 

Teething Bling Sets. Each set includes a donut shaped pendant on a black 

silk cord along with a matching bangle. Teething Bling sets are beautifully 

presented and perfect for gift giving. By wearing teething bling, mums can 

be assured that their babies are not absorbing any chemicals or lead 

from their jewellery and no longer need to worry about bub or mum being 

tangled in the necklace as all pendants come with a breakaway clasp. 

For more information on the Teething Bling range visit www.abcbling.com.au 

or to arrange an interview and/or photos please contact Jane Doe on 

0123698560 or via email jane@abcbling.com.au 

 

• http://www.hc-sc.gc.ca/ahc-asc/media/advisories-avis/2001/2 

 

-Ends- 
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Where to start 

 

Let’s break down the press release from the previous page. 

 

The first thing to determine is what you will use as your hook or 

angle. The hook is what gets the Journalist or Editor to want to 

read on – this is your only chance to capture your audience so 

this is where you need to spend some time researching.  The first 

thing is to think outside the square about your product or service. 

What would make you want to read on? 

 

Be sure to then add a follow up paragraph that backs up your 

hook and provides a tempter for the Journalist or Editor to 

continue on. For the purpose of this example I am referring to a 

new teething product for babies.  

 

The following is an outline of how to set out your Press Release 

 

PRESS RELEASE 
For Immediate Release  
(this indicates that the journalist can use this press release at 

anytime – if your release is time sensitive then replace this with FOR RELEASE 

ON OR BEFORE and insert the relevant date – this is usually used for events) 

 

(Insert Date Here) 
 

(THIS LINE IS YOUR HOOK) 

FASHION JEWELLERY CAUSES LEAD RELATED ILLNESS IN INFANTS 

 

(THIS PARAGRAPH IS YOUR BACK UP PARAGRAPH) 

Canadian Study* finds that inexpensive jewellery contains a high 

percentage of lead which can lead to illness  

and intellectual problems in infants. 

 

As you can see the Hook is presenting something that would 

make you want to look further and the backup paragraph gives 

a bit more information that supports the hook and again makes 

you want to find out more information. 

 

Use the following page to jot down some hooks about your 

product or service.   7 



 

NOTES 

 

"A good ad which is not run never produces sales." 
Leo Burnet 
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The next few paragraphs should explain where the information 

came from, what the hook is referring to and the link between the 

product or service and your business.  

 

The below example is a continuation of the Press Release we 

started in the first example. 
 

**************************************************************************

********************* 

 

As most mums know, babies love to suck on mum’s jewellery. They have a 

fascination with pulling and tugging at necklaces or bracelets and often 

these things find their way into bubs mouth. 

 

*Studies have shown that inexpensive jewellery contains between 50-100% 

lead and may cause intellectual and behavioral problems in infants and 
children. To combat the problem mothers are being encouraged to wear 

Teething Bling– jewellery designed to look good and be completely safe for 

infants. 

 

Teething Bling is designed for little ones to handle and chew. Made from the 

same material as many teething toys, Teething Bling looks great and is safe 

for curious babies. Pretty and practical! 

 

Australian online store, “your business name”  has just received their first 

shipment of Teething Bling Sets. Each set includes a donut shaped pendant 

on a black silk cord along with a matching bangle. Teething Bling sets are 

beautifully presented and perfect for gift giving. 
 

By wearing teething bling, mums can be assured that their babies are not 

absorbing any chemicals or lead from their jewellery and no longer need to 

worry about bub or mum being tangled in the necklace as all pendants 

come with a breakaway clasp. 

 
************************************************************************************** 

 

*When quoting a study or source of information you must include 

it at the very bottom of the press release and indicate the  

reference to it by placing an asterisk * near the name of the study 

or reference to the study (as above) and then using the asterisk 

again at the bottom of the page with the name of the source of 

 “Media exposure can provide you with thousands of  
dollars of free advertising for your business” 

( Kathie Holmes, Fix My Business 
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The final paragraph should indicate to the reader where they can 

go to find more information, such as your website details, who 

your contact person is and your contact email and phone  

number.  

 
Be sure to only include contact details that you will be available on. 

 

A mobile number is always best so that you are always  

contactable – by not being available you will lose many an  

opportunity as time restricted media staff do not have time to  

follow up over and over and will move onto the next press 

release. 

 

See the following example of a closing paragraph. 

 

************************************************************************** 

For more information on the Teething Bling range visit  

(insert your website here) or to arrange an interview and/or 

 photos please contact (insert your name here) on (insert your 

mobile number here)or via email (insert your email) 

 

 

* http://www.hc-sc.gc.ca/ahc-asc/media/advisories-

avis/2001/2001_02_e.html (if you have referred to a study 

or data be sure to put the reference to your sources) 

 

 

-Ends- (this indicates to the Journalist that there is nothing further) 

 

*************************************************************************** 

 

**Note the asterisk lines are only being used to highlight this  

information and should not be included in your press release. 

 

 
“What I would love is to have any boy in the world who 

thinks of pirates to think of…Disney pirates.” 
Robert Iger, President, The Walt Disney Company  
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Key Points Checklist 

 

 

1. Your hook is crucial – be sure that it is compelling enough to 

make a journalist want to find out more; 

 

2. Ensure that your Press Release reads like an informative  

 newsworthy article – NOT A SALES LETTER – writing a sales letter 

 is a sure fire way to ensure your Press Release will not be used; 

 

3. Make reference to where the product is available; 

 

4. End the Press Release with details of where more information 

can be found plus your Contact details; 

 

5. Ensure reference is included to any data you have used; 

 

6. Your Press Release should never be more than one A4 page; 

 

7. Only send your Press Release ONCE!  Sending it over and over 

will only get you black banned by a journalist; 

 

8. Use a clear font such as Arial for your press release.   

 

9. Bold the PRESS RELEASE header, the hook line and the hook 

backup paragraph. 

 

10. If you are not comfortable with writing your press release then 

 outsource the task—I cannot stress this enough! 

 

 

 
"Stopping advertising to save money  

is like stopping your watch to save time." 
Anonymous 
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USING IMAGES IN PRESS RELEASES 

 

 

If your Press Release is referring to products it always works much 

better if you include images. The thing to remember however is 

that the images must be good quality. It is better to send no  

image than a poor quality image. 

 

I highly recommend either asking the manufacturer if you can use 

their product images for your business or having professional  

images taken of all your products.  It is NOT okay to steal images 

from other business websites.   All images you use must be with the 

express consent of the owner of the image.   

 

I recommend only adding two or three images at most. You want 

to be mindful of not making your email too large which will then 

block up the inbox of your recipients. 

 

If the press are using your Press Release they will either ask for 

samples of products for a photo shoot or they will ask for 300dpi 

images so they have professional quality images to work with. 

 

When including your images in the Press Release be sure to  

hyperlink them back to the exact page on your website where 

that product can be found.    The easier you make it for the  

media the more likely you will be to gain their attention.  

 

 

 

 

 

 

 
A well written press release can become non existent if a 
poorly presented image is included.  Only include high 

quality, original images with your press release.  
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NOTES 

 
“A poorly written Press Release is as effective 

as no Press Release at all” 
( Kathie Holmes, Fix My Business 
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PART THREE 

 

SENDING YOUR 

PRESS RELEASE 
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WHO DO YOU SEND YOUR PRESS RELEASE TO? 

 

You need to send your Press Release to journalists who specialise 

in the category your business falls in i.e. if you are a baby store do 

not send your press release to the sports editor.   

 

The main media areas to consider sending to are: 

 

1. Newspapers; 

2. Magazines; 

3. Radio Stations; 

4. Online magazines; 

5. Bloggers. 

 

It is always best to be selective with the journalists/editors you 

send your release to. A lot of Press Release Distribution Services 

send out a blanket release to all journalists, not only is this a waste 

of your money it is also ineffective.  

 

Only a certain percentage of journalists will be interested in what 

you are offering so there is no point sending to dozens of  

journalists if they are not interested in your product or service. 

 

There are three ways to research the details you need: 

 

1. Buy copies of the magazines or newspapers you want to  

 appear in.  Inside the front cover you will find the Editor’s 

 name and email and usually Journalists names for each 

 section in the magazine. You may need to phone the 

 magazine and request email addresses for particular 

 Journalists. 

 

2. Subscribe to The Media Guide. This is an Australian  

 publication available in hard copy or as an online reference. 

 The guide has over 25,000 media contacts and is invaluable. 

 It is also a very expensive purchase and unless you are  

 preparing dozens of press releases to different journalists it 

 will probably not be feasible. 
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3. Research on the internet – visit the websites for your favourite 

magazines news papers. You may not find journalists names 

but you should be able to locate main phone numbers and a 

quick phone call will give you the information you need such 

as names, direct phone numbers, email address and fax 

number; 

 

4. Google.   Google a phrase that matches your business and  

 add the word blog or blogger after it i.e. if you are a baby 

 goods store Google “baby bloggers” or “baby blogs” or 

 “pregnancy blogs” .   Check out each blog and find the  

 contact details for the owner of the blog.    

 

 

Do not underestimate the importance of targeting online  

magazines and bloggers as they can often be very influential 

when it comes to spreading the word about your business. 
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HOW TO DISTRIBUTE YOUR PRESS RELEASE? 

 

 

There are a number of ways to distribute your press release. 

 

1. Use a Press Release Distribution Service; 

 

2.  Email your release to the contacts you have located; 

 

3.  Fax your release to the contacts you have located; 

 

A distribution service can be an expensive alternative but if you 

want to distribute internationally it is a worthwhile option provided 

you can select the publications your release will go to. 

 

I highly recommend email as the chosen option for distributing a 

press release. You can email your press release through your 

normal email software such as Outlook however a much more  

effective method is to use an email software product such as 

Mad Mimi.  

 

There are dozens of email programs on the market but I have 

found Mad Mimi to be the most affordable and effective method 

and our press releases have had an improved “open” rate with 

journalists since using the system. It allows you to choose from  

different templates, add images into the body of the email and 

provides a professional finish to your press release. You can also 

use it for your normal email marketing campaigns. 

 

 

 
“To promote your business effectively you must find a bal(
ance between paid advertising and organic exposure” 

( Kathie Holmes, Fix My Business 
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There are many conflicting reports about whether you should  

address an email to the journalist directly or whether you can 

send a bulk email to all your addresses. 

 

In my experience, if you are going to use a program such as 

Outlook or Outlook Express then you should email each journalist 

individually. It looks quite tacky if a journalist gets an email with 

other email addresses showing in it or one that has been  

forwarded.  Be sure, when using the forward function, that you  

remove the FW: from the subject line and always change the  

journalists name in the body of the email. 

 

You should only ever include your “hook” in the subject line and 

then in the body of the email you should have the first one or two 

paragraphs of the press release together with the following: 

“for further information please see the attached Press Release.” 

Then attach your Press Release to the message together with two 

or three images if they are available. 

 

I also only ever suggest sending Press Releases on Tuesday, 

Wednesday or Thursday and mornings are preferable. Journalists 

and Editors run to tight deadlines and Mondays & Fridays are  

always hectic days for them and you will almost certainly be left 

behind in the rush.   Always be aware of what is happening in the 

news when you send your press release—if there is a major issue 

dominating the news such as a natural disaster or major world 

event then the likelihood is that your press release won’t be 

noticed so delay sending it until things have settled down in the 

media.  

 

If you are using Mad Mimi or another similar product, then you 

can send to all contacts that you have created in a particular list, 

i.e. you can create a business journalist list, a baby product list, a 

building product list etc. That way you can selectively send to 

only the journalists that relate to what your topic is about for each 

new release. There is no need to send individually when using this 

style of email product as the end result is always very professional 

and each journalist only sees their own address on the email. 
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WHEN & HOW TO FOLLOW UP YOUR PRESS RELEASE 

 

It is crucial that you follow up your Press Releases. A lot of the time 

journalists may miss your release, it may go straight to their junk 

mail box, be stopped by a spam filter etc. You can’t avoid these 

things but you can follow up and this often will prompt them to 

look for the release or ask for it to be resent. 

 

If you have sent your release on a Tuesday morning then I suggest 

a follow up on Thursday, if sent on Wednesday morning then 

don’t do the follow up until Tuesday morning the following week 

and if you send it on Thursday then do the follow up on the 

following Wednesday. 

 

A lot of the time you will not receive a response. If a journalist is 

definitely going to use your release they will often respond to your 

follow up however if they are not going to use it, then you  

generally won’t hear from them. They receive hundreds each day 

so it isn’t feasible for them to respond to each one. 

 

You will also find that a release can reappear some months down 

the track and this means the journalist has filed it away for use in a 

future campaign. Never underestimate the power of your Press 

Release – it can often turn up when you least expect it. 

 

If a journalist asks for product samples – don’t expect them back 

and consider it the cost of your advertising for this publication. 

Sometimes they return the products and sometimes they don’t – 

given that you are asking for free publicity I feel it is in bad taste 

to expect them to return the product to you. 

 

 

 

“If opportunity doesn’t knock, build a door” 
( Milton Berle 
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It is a matter of personal preference whether you follow up by 

phone or email however I have always taken the view that given 

how time poor, media staff are, if everyone that sent a press  

release then phoned for a follow up, they would get hundreds of 

phone calls each week and I wouldn’t like to be number 100! 

Unless it is an urgent matter, I recommend an email follow up to 

your Press Release.  

 

The following is a standard email that I use for follow ups. I 

recommend using your normal email program for follow ups so 

that each one is directed to the journalist, personally. 

 

*************************************************************************** 

SUBJECT: Press Release for (insert your company name or  

product) 

 

Dear Jane 

 

This is a very quick email to follow up on the Press Release 

emailed to you on (insert day and date). I realise you are time 

restricted but would appreciate any feedback you have to offer. 

 

Thank you for your time and have a great day 

Regards 

(insert your name) 

(insert your website) 

 

*************************************************************************** 

 

Remember: If you are using the Forward function, to change the 

journalists name and remove the FW: from the subject line. 
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Thank you for purchasing Impress the Press. 

 

You are now equipped to write your own Press Releases and start 

attracting  some FREE publicity for your product or service. 

 

If you have a general query at anytime please contact 

Kathie@fixmybusiness.com.au and I will do what I can to assist 

you. 

 

I wish you well with your business and your publicity campaign. 

 

Yours in business 

 

Kathie Holmes 

 

“The way to learn to do things is to do things.  

The way to learn a trade is to work at it.  

Success teaches how to succeed.  

Begin with the determination to succeed,  
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Disclaimer & Copyright 
 
Disclaimer 

 

Fix My Business aims to keep information provided in it’s member-

ship area and eBooks, as up to date as possible.  Any errors in the 

information that are brought to our attention will be corrected as 

soon as possible. Fix My Business reserves the right to change at 

any time, without notice, any information contained within the 

site or eBooks.  

 

Fix My Business provides links to a number of external websites. 

Monitoring and reviewing content of these third party external 

websites is not the responsibility of Fix My Business. 

 

Fix My Business accepts no liability for any loss or damage a  

person suffers because that person has directly or indirectly relied 

on any information provided by Fix My Business.   

 

Fix My Business provides information of an in indicative nature only 

and suggests that legal and accounting advice be sought before 

entering into any business agreements or contracts. 

 
Copyright 

 

Fix My Business owns the copyright to the information provided on 

the website or in it’s eBooks, unless stated otherwise.  

 

Material on this site is subject to copyright under Australian law 

and through international treaties and applicable law in other  

countries. 

 

All material provided by Fix My Business may not be reproduced 

for commercial purposes without prior written permission of Fix My 

Business. 
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