Lecture 11
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 Hello and welcome to your eleventh lecture.  In this lecture you will learn the following things:


Let us start with what public relations means.


The functions of public relations in any organization, therefore, involves constantly looking for newsworthy events, products, developments and human interest stories and then turn them into any of the following:

· A press release

· A press conference

· A photo opportunity for newspaper coverage

· Corporate material for direct mailing

· Briefing packs for potential customers

· Briefing packs for special groups or visitors

· Free educational packs for schools and colleges

While you prepare any of the above publicity materials you must remember these following guidelines:

· Be factual, newsworthy and impartial

· Appeal to human interest

· Contain up-to-date information

· Be appropriately distributed

· Be produced professionally

[

We shall now go through each of the publicity materials in this and the following lecture.  So let us start with the press release.

The press release


A press release is not an advertisement.  But it can result in useful publicity for the company issuing the release.

Some reasons why an organization may send a press release for the media could be:

· Relocation of offices

· Introduction of new products

· Purchase of new buildings

· Move to new premises

· Changes in top personnel


Please turn to page 


of your book to look at an example of a press release given by Eurostar (UK) Ltd, which is announcing improvements in its services and news of a 50% sales boost.

If you are compiling a press release you should keep in mind the following:

· Give an appropriate heading for your press release

· Give a good opening paragraph that will grab the editor’s and ultimately all the readers’ attention.  The opening could give the main essence of the message.

· Put short and self-contained central paragraphs in the middle.

· Give a suitable close.  The conclusion may be a brief repeat often of the main message or a quotation from a key person.


You may see the details of these points on page

    of  your book.

Your guidelines especially for the purpose of writing press releases are the following;
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Use third person
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Do not make your press release sound like an advertisement or invitation
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Write in an interesting and punchy style using short sentences
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Try to appeal to human interest
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Use a style that will be suitable to appear in a newspaper with a few changes as possible
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Make sure your press release answers questions as:

· What is happening?

· Who is involved?

· Where is it happening?

· When is it happening?

· Why is it newsworthy?


Please take a look at the suggested layout of a press release that is presented on page 



of  your book.

You can see that all the guidelines as presented above are followed in this example of a press release of Singapore Airlines.

Newsletters


​​Newsletter could be of two major types: staff newsletter or customer newsletter.

Staff Newsletters

The staff of an organization could be informed about matters of interest through the issue of a regular newsletter which is published monthly or quarterly.

Company newsletters could contain a variety of information, such as:

· New policies or procedures

· Updates on products or services

· Births or deaths or marriages

· Promotions

· Sports and social news

· Contribution from employees

Many organizations find that issuing a regular newsletter is very good for improving company and staff relations.  They are an effective way of reaching out to members of staff where there are many different branches of a company.  The newsletters may also be sent to employees who have retired.


Please turn to pages 


of your book to have a look at some sample staff newsletters.

Customer newsletters

Some organizations produce newsletters especially for customers or members of a certain industry.  These newsletter are a good way of keeping people informed about the latest, products, news, and developments within specific sectors of the industry.


Please turn to pages


 of your book to have a look at some sample customer newsletters.

You can follow the same basic guidelines for writing newsletters as are used in writing press releases.

Notices


Notice boards may be sectioned according to different topics for example policy matters, health and safety, staff announcements and etc.  However, notices can also be posted in newspapers and magazines.


You can turn to page of your book to know how a notice board should be maintained.

When designing a notice you should remember the following guidelines:
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Give the notice a clear heading
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Use different size print for emphasis
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Use sub-headings to break up the main information logically
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Use asterisks or bullets to points when displaying them on separate lines
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Use the paper effectively to display the notice attractively
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Include the name of the writer at the bottom and put the reference and date if necessary


Please go to page


 of your book to see two illustrations of notices that follow the above guidelines.

You can see that the first notice is a notice used within a company to point out the safety procedures.

The second one is a notice given by Midland Mainline (a train service) to display at the railway station and gain the attention of the passengers about central door locking.

Advertisements


Many companies advertise in newspapers, magazines or trade journals so as to reach out to a wide or selected market.

Advertisements could have the following purposes:
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To advertise vacant posts
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To promote products or services
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To announce special events or functions
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To publicize changes in the organization

Now you will see how written advertisements are given in newspapers or other magazines.  In newspapers there are usually classified sections that categorize advertise according to subject so that the reader could look for the required information quickly.

You should know that advertisements could be of two types.

Small ads or line advertisements

You have often seen in newspapers that in some ads the information runs from line to line.  The font size is usually the same throughout.  It has no special layout.  These small ads or line ads cost much less than the display ads.

Lots of small ads appear in a relatively small space of the newspaper.  So if you are writing a small or line ad you should use an opening, which will catch the reader’s attention.  Then you should give as much summarized information as possible in as few lines as possible.


Please turn to page 


of your book to see some classified small or line ads.

Display advertisements

Display advertisements incorporate a variety of font styles and sizes.  A variety of artwork or color may be included in the display ads.  These are done to attract special attention.


Please turn to page 


of your book to see a sample of a display advertisement.

You can learn about how to write advertisements effectively in the following lecture.
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What are the functions relating to public relations?


What are the guidelines of writing common to all publicity materials?


What is a press release and why is it written?


How should you write a press release?


What are newsletters and what are their types?


What are notices and what guidelines are followed in writing them?


What are advertisements and what are their types?








Public relations is all about the relationship between the organization and the general public.  The primary aim of public relations is to influence the general public through the mass media, such as, the newspapers, television, radio, information services, exhibitions, sponsorship etc.











The press release is an announcement, which an organization sends to the press and other media about anything, which it considers to be newsworthy.
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186 – 187 





Newsletters are a means of informing the staff or customers about matters, which the organization feels necessary to communicate.  Newsletters could also be called in-house journals or company magazines.
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195 – 196 





Notices are posted on notice boards around offices, which are used to bring special items to the attention of all staff or interested persons.
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201 – 205 





Advertisements are a special type of publicity material, which promote products, sell ideas, announce events or publicize changes.


magazines.
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