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HOW TO CREATE A PRESS KIT 

A presentation kit, or media kit, is a package of news and background information that is 

distributed to contacts and members of the media to build buzz about your product, service or 

event. The information in this kit will help give potential clients a better idea about your 

approach, and gives a reporter story ideas. Just keep it simple. Remember to include all of your 

contact information. Read on to learn how to create a presentation kit, and see example at end. 

Instructions 

1. Describe your product, service or event in a concise ‘press’ release. Don't forget to 

answer the following questions: who, what, when, where, why and how. Consider the 

question the editor will ask: "Will my readers find this interesting?" 

 

2. Provide enough background information about the product, service or event and, if 

appropriate, a biography of key personnel. For example, a book author or public speaker 

would include a biography about his or her achievements in the relevant area. 

 

3. Include a fact sheet listing bullet points with specific information and key facts. This is 

not the same thing as the background information.  

 

4. Insert a photo into your media kit. If it's a professional-quality photo, it will be more 

likely to run with your press release and get more attention in the publications. 

 

5. Place any previous clips referring to you, your product, service or your company in the 

kit. This adds credibility to your release. 

 

6. Write a cover letter that ties the package together by explaining why your media release 

should be considered for publication. In your cover letter, suggest article topics and list 

yourself as an expert source for future interviews on those topics. 

 

7. Answering questions in the form of a "Q & A" sheet could also be helpful to the 

journalist when he or she is considering an angle for your story. 

 

8. Include a review copy of your book or a sample of your product if appropriate. If it's not 

feasible to send a sample, explain the item thoroughly and let the media know where it is 

available. 
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Tips & Warnings 

 Writing press releases in journalistic style will help reporters. The less editing it needs, 

the more likely it will get printed. 

 

 Creating a press kit that is downloadable in "PDF" form is less expensive than sending it 

through the mail. 

 

 Do not include random clippings that don't pertain to you, badly photocopied clips, 

brochures or sales material. Journalists usually don't have time to read them and they get 

tossed.  

 

 

 If it isn’t newsworthy, it probably won’t get published.  Make sure your press kit has a 

hook to current events to make it topical. 
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