Electronic Standards for Distributing Press Materials
In today’s age of technology, the majority of press materials are distributed electronically to media outlets via e-mail.  However, there are certain standards that should be followed when electronically distributing such documents in order to maximize the chances of your media materials being read, and hopefully, turned into positive editorial coverage.

· Remember that every person receives e-mail in a different format.  How the e-mail looks on your screen prior to distribution is not necessarily how it will appear on your recipient’s screen.  But, the goal is to distribute content, not a glamorous layout.
· To test how your recipients are probably viewing your e-mail, check the screen resolution.  The standard resolution is 1024 x 768.  To temporarily change your screen resolution to these dimensions, follow these steps:

· Go to “Start” on your computer

· Select “Settings”

· Select “Control Panel”

· Select “Display”

· Click on the “E-Settings” tab.  In that tab, you will see a field for screen resolution that is set for your computer.  Write this number down.  Then, using the slide bar, adjust the resolution to 1024 x 768.

· Hit “Apply”

· Hit “Close”

· Your document will now appear with the 1024 x 768 resolution.  This will give you a rough idea of how your e-mail will appear in your recipients’ in-boxes.

· It is important that you go back and reset the resolution back to the number you’re your computer optimally works at.  This is the number you wrote down above.
· As a result of the above, use some standard guidelines to maximize the chances of your e-mail appearing the way you want it to read:

· Justification – everything is left-justified

· Font – use either Times New Roman or Arial

· Point Size – use either 10 point or 11 point type

· Avoid italicizing or bolding words, which usually don’t appear that way.  Underlines tend to appear, however.

· Use hard returns in between paragraphs in your body copy

· Make sure your opening paragraph appears in the main window without having to make the reporter scroll.  If it doesn’t, then reduce the size of your logo and/or your point size.

Formatting Your Press Materials
Below is how your press materials should be formatted for electronic distribution.  On the following pages, we show samples of an electronic press release, media advisory/alert and calendar listing for your reference.

· Open a new e-mail.

· In the subject line of the e-mail, insert the headline of your release

· In the body of the e-mail, begin by embedding your property’s brand logo into the body of an e-mail.  To embed, follow these directions:
· Go to your toolbar and select “Insert”
· A drop-down menu will appear; select “Picture”
· A drop-down menu will appear again; select “From File”
· Find the logo wherever it is stored on your computer and select the image
· The image will appear in the body of your e-mail.
· Double-click on the image and a “Format Pictures” tool bar will appear.  This will allow you to crop, select the alignment (left justified, center, right justified), insert a border, etc.  Adjust the image as you desire.  It is recommended to left-justify your logo and have it appear no larger than 2” wide.

· Insert the body of your press document.

· Hit return twice after the logo and insert one of the following:  FOR IMMEDIATE RELEASE, MEDIA ALERT, CALENDAR LISTING.

· Hit return once and insert the date.

· Hit return twice and insert the title of your release in capital letters and underlined.

· Hit return twice and insert the dateline (the city/state where your news is being generated from).  Insert a hyphen after the dateline and insert your lead paragraph. 

· Body copy should be single-spaced, flush left.  Double-space (or hit return twice) in between paragraphs.

· After your last paragraph, insert the closing notation symbol -- # # # 

· Hit return twice and insert the words “MEDIA CONTACT” (underlined and in capital letters).

· Hit return once and insert the media contact name

· Hit return once and insert the name of your property

· Hit return once and insert the contact person’s office and mobile phone numbers

· Hit return once and insert the contact person’s e-mail address.
Note:  Remember never to your press materials via mass distribution, so all of the recipients can see who received it.  Customize your distribution.
Sample Electronic Press Materials

The next few pages show you electronic formatting for a press release, media advisory/alert and calendar listing.
Sample Electronic Press Release 

INSERT LOGO HERE
FOR IMMEDIATE RELEASE





 

July 1, 2008







INSERT TITLE HERE – ALL CAPS

DATELINE – INSERT LEAD GRAPH HERE

INSERT SUPPORTING PARAGRAPHS
# # #

MEDIA CONTACT:

[Insert name]
[Insert name of hotel]
[Insert office and mobile phone numbers]
[Insert e-mail address]
Sample Electronic Media Advisory/Alert 

INSERT LOGO HERE

MEDIA ADVISORY






 

July 1, 2008








INSERT TITLE HERE – ALL CAPS

WHAT:
WHO:
WHEN:
WHERE:
ON-SITE CONTACT:
(For media use only; not for publication/broadcast)
OTHER:
# # #

MEDIA CONTACT:

[Insert name]
[Insert name of hotel]
[Insert office and mobile phone numbers]
[Insert e-mail address]
Sample Electronic Calendar Listing 

INSERT LOGO HERE

CALENDAR LISTING





 
July 1, 2008
INSERT TITLE HERE
INSERT COPY HERE
# # #

MEDIA CONTACT:

[Insert name]
[Insert name of hotel]
[Insert office and mobile phone numbers]
[Insert e-mail address]
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