
PRESS RELEASE SOP

1.
Press releases are sent out through the Office of College Relations.  The director or producer may give the permission to send out releases independently.  The office may require several days lead time, so get your release to them well in advance of the time it needs to be sent out.  The Staunton Leader prints arts news on Thursday only.  The release must be in their hands by noon on the previous Thursday to even be considered for printing.  Your release should go to College Relations well ahead of that.  See the Production Calendar for deadline, and remember to allow time for approvals.   Be sure to also send college relations a jpeg publicity picture with cut line: MBC Theatre’s production of ____, dates, actor and character names.


**Please keep a copy of all the press release sent to the newspapers.

2.
Put the most important information first.  If the papers must cut our release to fit their space, they will cut from the bottom up.

3.
Be sure the release includes the "Five W's: Who, What, When, Where, and Why."  That amounts to:  Mary Baldwin College Theatre, title and author of Play, type of play, Performance dates and time, Fletcher Collins Theatre.  


The rest of your release tells why they should be there: an exciting play, a premiere performance, an actor they've heard of, a play that was a long‑running hit on the profes​sional stage,  a show that appeals to a special audience:  adult audience, children, bird ‑ lovers, or whatever, a provocative idea or staging, first performance (ever, in Staunton, at MBC, or else​where), famous actors in previous performances, special costumes, sets, music; premiere performance, etc.  MAKE IT INTERESTING SO THEY WANT TO COME.


Include names, titles, and identifications of director, producer(s), and of principal crew chiefs if something special about their departments has been mentioned.


Mere names of college and local actors are not regarded as very exciting; don't be disappointed if they're cut.  Sometimes they are printed, however, so include a complete list of cast and roles they play, with identifications such as "local actor," or "associate professor of sociology," or "students."  


Triple‑check to be sure no‑one has been omitted.  Be sure to use correct titles for faculty (see the catalog); give occupations and home towns of "outsiders," other interesting tidbits:  a first perfor​mance by any actor, an actor of extreme youth or age, an actor's twentieth (fifteenth, etc) appearance; a father/son, or mother/daughter act, etc. 


Include at the end information about the rest of the season and ticket sales information: theatre phone number, box office hours, ticket prices.

4.
Use simple past and present tenses.  Do not use the future tense: Mary Baldwin College theatre presents …
5.
Use active voice:  Theatre presents NOT play will be presented.  Use present tense, not future.

6.
Use short, simple sentences, as long or complex ones are hard to read when they get strung down a newspaper column.

7.
For the same reason, use short paragraphs.

8.
For the same reason, break up lists (actors, crews) into several sentences and even several paragraphs.

9.
Try to avoid repeating the same words or phrases.  


Synonyms for appears as: performs, is, acts, takes the part of, stars as, plays, plays the title role, presents, enacts, is featured as.


Synonyms for play:  comedy, drama, farce, tragedy, melodrama, hit, Broadway hit, London hit, thriller, mystery, piece.


Synonyms for production:  performance, show, premiere, revival.

 10.
Check and double check.  Did you type the dates correctly?  Are all names spelled and titles given according to an authority:  student directory, college catalog (for faculty), telephone directory?

 11.
Keep it short.  Two pages, double-spaced, are o.k.  One is better.

12.
Type and double space.  To set spacing on Microsoft Word, click on tools, then click Paragraph and go to line spacing, and finally click Double to select your spacing.

  13.
If your document runs to a second page, end the first page with centered:

‑‑more‑‑

14.
At the end of your release, type centered the journalist's sign for the end:

‑‑30‑‑


   Then double‑space and add at the left margin:

For more information:


Producer's name


Producer's address


Producer's telephone number

