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Design and execution of the press release.Design and execution of the press release.
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2. Press conference

5



•  The success of a press conference will depend on how it is called, where it is held, how it 
is conducted, what is discussed, and how the message is conveyed..

•  The response we get from the media will depend on the activity of the organisation, the 
social projection of the issue, the timeliness of the topic and even the number of events on 
the day.

Considerations when calling a press conference:

1.1.   Unless it is something unexpected, or to convey the reaction to an event that has just 
taken place, there is no room for improvisation at a press conference. 

2.   Respect and care for the professional routines of the media. Choose a day with low 
media saturation. Avoid Mondays and Fridays. It is also very important to choose a suitable 
time. Ideally between 11.30 and 13.00 hours. 

3.    Do not marginalise any media..

4.4.   The invitation should include an explanatory text in which it is always clear: who is 
convening, where, when, including the date and time, who will participate, what topic/s 
will be discussed and, of course, the contact details. 

5.   After the press conference has been sent out, we can sometimes call to confirm whether 
the media have received the invitation. 
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The setting of the press conference:
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• Press releases are limited to the most newsworthy information, but sometimes it is 
necessary to prepare and provide the media with a dossier containing additional                  
information. 

• We are talking about a collection of documents on a monographic topic that is sent or 
given to the media to facilitate the elaboration of comprehensive information on that 
topic. It will therefore contain everything from general information to small additional 
details. 

•• It should always be considered, on the one hand, as information support that facilitates 
the understanding of a message by providing clarifications, nuances... But it should also 
be understood as a reinforcement of the information provided in press releases, press 
conferences, interviews...

In short, the dossier allows us three things:

1.  Flexibility both in terms of topics, possible annexes, including illustrations, in the form 
of presentation and style. It gives us more freedom.

2.  It also gives us completeness. We can provide as much information as we want.2.  It also gives us completeness. We can provide as much information as we want.

3.   Impact in the short, medium or long term. Journalists usually keep the dossier and 
have it at hand when they need it.
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In short, the objective is the same as the press conferences but the tone and staging are 
more informal and closer. Therefore, it is very interesting when you want the journalist 
to know in detail some specific aspects or even get to know a company or project for the 
first time.

The most positive thing:

·    It allows for more detail.

·    It brings the journalist closer to the source.

·    It creates a relaxed atmosphere that favours the treatment of the news.·    It creates a relaxed atmosphere that favours the treatment of the news.

·  In many cases, it is not only a journalist from a certain media that attends but also 
people linked to the management. 

The downside of this type of event:

·   They are more complex to prepare.

·   Journalists usually have little time.

·   If it is not well prepared, it can generate a negative image.

AtAt breakfast briefings, it is important to provide the media with documentation. Not just 
a press release.

On some special occasions, it is advisable to have a promotional detail with the media     
attending.

4. Breakfast Briefing
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It has the same advantages and problems as the breakfast briefing. It is very focused on 
activities that have a special interest or duration in time.

They require previous preparation and a great deal of organisation during the day of the 
event. 

These days, the media should be able to interview the profiles that the congregation     
considers appropriate, but always giving the image that it is the media that chooses.

5. Open days
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11



7. Advertisements and 
sponsorship

12



8. Online Marketing

13



It can indeed be a bit scary to invite the press for the first time. Let's outline the possible 
path from the beginning:

1.     The first thing is to get the direction of the media. 

2. Once we have the list of addresses, we should send an introductory email. This helps 
us to be taken into account the first time we send a note or call a press conference and 
above all so that if there is any news related to us, they can check it out. Journalists always 
seek to verify the news. Let's open our door to them.

3.3.     Don't be afraid. Journalists are the means to reach many more people. 

4. It is essential to always bear in mind whether the subject is interesting or not. It is a 
delicate frontier. 

5.    Do not overexpose yourself. Not everything is news. Do not be too active in sending 
information. Eventually, the journalist will stop paying attention.

6. The most important issues should be explained in a press conference and the less im-
portant issues in a press release.

7.    The information you want to tell must be very clear. 

8. The maximum possible information should be given without being pedantic. 
Well-prepared materials.

9. Always be willing to add to the information.
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