Press Release Guidelines
1. The Structure of a Press Release

1.1 Important information first

· Present the information to be communicated in descending order of importance (inverse pyramid). The title should reflect the element most likely to interest the outside world. The first paragraph (introduction) should outline the essentials of the story (see 1.3), and the subsequent paragraphs should provide all the information and background which a journalist will need or want to write their story. 

· The ideal structure is as follows: 

· Headline 

· Introduction 

· Commissioner’s quote 

· Full description (and any tables or graphics) 

· Background and further information 

· Contact person 


1.2 Headline

· The headline should be short (maximum two lines), catchy and easy to translate (avoid expressions that are too country-specific). Most importantly, it should summarise the main point of the story – WHAT’S NEW??
  

· Most headlines should say "Commission says / does x, y, or z". You should normally use the active voice and the present tense. The headline should explain what the Commission or the EU has done, and why : 

Eg. "Commission approves €10 million plan to create jobs"

· As a general rule, a headline should not start with figures.
  

· Type the headline in lower case. 





1.3 "Chapeau"

· The chapeau is an essential part of the press release. It should be able to stand alone as a summary of the key points (see Midday Express).
  

· The chapeau should contain the crux of the information developed in the body of the text. Very short notes may consist of an introduction only.
  

· The chapeau should contain the key messages of the announcement. It should answer the key questions: who? what? when? where? how? why? – and if possible, why at the European level?It may also indicate the importance of the news ("for the first time...", "the most important contribution...", "a major new strategy", etc.).
  

· The chapeau should be relatively short (8-12 lines of text). It is typed in bold italics 





1.4 The quote

The press release should contain a quote from the relevant Commissioner(s), putting the key message of the announcement in a concise, clear and quotable way.

The quote must be short and memorable. If it is long and boring - however accurate - it will simply not be used. It is worth taking time to distill the strongest political message into the fewest possible words.

Your quote will often say how important the event is, and what it will achieve in practice :

Eg. President Prodi said "This is the biggest-ever EU aid project, and it will make a huge difference to the lives of 3 million people in Africa".





1.5 The main body of the text

The paragraphs that follow the introduction form the body of the text, the descriptive section containing all the various items of information in descending order of importance. The presentation should be clear, logical, and easily understandable. Avoid jargon wherever possible. Use sub-titles and bullet points to break up the text and help a speed-reader follow the main point
1.6 Data and graphics

· These enable journalists to quantify the issue, to evaluate it in measurable terms and to compare information whose significance is sometimes difficult to assess.
  

· Figures, tables and graphs should be accurate and up-to-date. Always state the source of the information clearly.
  

· Use computer graphics wherever possible. 





1.7 Background

· The background information provides a historical recapitulation. It should highlights links between different issues and locate the information in a broader context, making it easier for readers to understand.
  

· Important points of background often include the full titles of the relevant legislation, and key dates such as European Councils or other key decisions leading up to this latest event. 
  

· Further information, such as annexes providing statistics country-by-country, internet addresses or other references should be included in the background. 





1.8 Contact person

· At the end of the text always give the name and telephone number of the spokesperson and the assistant who can be contacted for further information. 

· Any other sources of information – such as internet URL addresses – are also useful. 





2. Content of the Press Release

2.1 Style

· Use clear, simple, accessible, non-bureaucratic language. 

· Keep sentences short, use everyday words and the active voice wherever possible. 

· Avoid administrative jargon and terms specific to one sector or field. Never refer to documents, directives, regulations or Treaty articles without providing an explanation. 

· To make the job of the translators easier and to prevent misinterpretation, avoid unusual expressions, idioms or phrases which are untranslatable or ambiguous. 





2.2 Justification

· Always explain not only what we are doing, but why? 

· Why do we need this initiative? What will be the benefits? Why is it necessary for the EU to be involved? What is the added value of EU action, which Member States could not achieve acting alone? 

· The aim is to demonstate that every action makes a positive contribution, and is not being done "for it’s own sake". (The fact that a measure features in a work programme or Council conclusions is not sufficient...). 





2.3 Accessibility

· Our aim is to interest the public in our activities. Wherever possible this information should be directly relevant to their daily lives - work, school, environment, business etc.
  

· This message will be stronger and easier to understand if it is based on practical examples or backed by statistics
  

· The press only reports stories which affect their readers and listeners. If a Commission initiative sounds abstract or theoretical, it will not interest the press. You must give practical examples to bring the information onto the level of everyday reality. 





3. Presentation

3.1 General presentation

Journalists pick up many press releases every day. They will not read every one in detail. They need to pick out the important information quickly, and to "speed-read" the rest to understand quickly what the story is.

A page of solid print is very hard for a reader to penetrate. Some simple tricks of presentation can make a lot of difference, for example :

· Use sub-titles to highlight different themes or messages, and to break up the text.
  

· Use bullet points
  

· Try to pick out a "10-point plan", "three key issues", a "two-pronged approach" and other such tricks to help your reader digest the information quickly. 





3.2 Figures

· Figures are often a source of misunderstanding.Take great care with their presentation and check that the various language versions are consistent.
  

· Examples of possible confusion: 

	
	€ 2.567
	in English: two point five six seven euro

	
	
	in French: two thousand five hundred and sixty-seven euro

	
	
	
 

	
	€ 2,567 
	in English: two thousand five hundred and sixty-seven euro

	
	
	in French: two point five six seven euro






3.3 References to the euro:

USE THE € SIGN

· Millions of euro: 

In English :   € 257 million

in French :    € 257 millions

· Numbers up to ten are written out in full (one, two three... ten). Use figures for numbers above ten (11, 257, 1040).
  

· Fractions should be written out in full (two thirds, not 2/3). 





3.4 Institutions and individuals

· The Union should be referred to as the European Union (written out in full the first time, followed by the abbreviation EU). Avoid using "European Community" – even though it may be more correct for legal or historical reasons to refer to the Community rather than the Union.
  

· European Council, Council of Ministers, European Commission 

· do not abbreviate;  

· use the full title in the first reference, thereafter refer to the Council or the Commission (the European Council remains unchanged). 

· European Parliament (and other institutions and bodies) 

If a recognised abbreviation exists, use only after a full reference (e.g. European Parliament = EP; Economic and Social Committee = ESC; Committee of the Regions = COR).

· References to Commissioners should include their first name and position the first time – Environment Commissioner Margot Wallstrom -, thereafter just Mr, Mrs or Ms and the surname – Mrs Wallstrom.
   

· The same rules apply to other individuals. In the case of less well-known figures, care should be taken to explain their position.
  

· Use the title Mr, Mrs or Ms. This is particularly helpful for less well-known figures or names in non-Community languages, as it helps the reader identify the person’s sex. 





3.5 Abbreviations

· Never use abbreviations without explaining them.
· When referring to the same organisation several times in a text, use the abbreviation from the second reference onwards.
· Write names of countries in the form of acronyms without full stops (USA not U.S.A., UK not U.K.). 





3.6 Capital letters

· Capitalise direct references to the institutions, Member States, Treaties, specific legislative instruments (Directive, Regulation), Community policies, the portfolios of the Commissioners and the institutional status of individuals (Commissioner, Minister, President, etc.).
· In all other cases follow the grammatical rules of the language in question. The same applies to the use of upper or lower case in abbreviations and acronyms, etc. 





4. General Remarks

· Obviously, you should adhere strictly to the rules of French or English grammar.
· Finally, a useful tip from the style guide of a well-known newspaper: 

	"Clarity of writing usually follows clarity of thought. So think what you want to say, then say it as simply as possible."


