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Prologue
There are times when needs some advice on how to
communicate.

Here, you will nd the rules for a Press Release, A guide
to Mobile Phone Courtesy, A comparison of Email
marketing tools, and the Ten Commandments of Quality
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Content creation.

The Eight Magical Steps to
Write a Press Release

The content you write is very
much like any other blog article or
an email that you pen. Therefore,
you need to follow the steps below.

Step 1. The all-important point sizes
Headline 24 point
Sub Headline 22 point
First para 20 point
Second para 18 point
Third and subsequent paragraphs. The
Text is 16 point
Step 2 – Therefore here is the layout of
your Press Release
Your Fantastic Headline Here (Please
Use https://www.thehoth.com/headlinegenerator/ to help you write any headlines)

The Sub Header. The bit that adds
some oomph – describes the story a
bit more.
Date: Which should read “For Immediate
Release” or “Not to be released until DD
MM YY” for the UK or MM DD, YY for
the USA and Canada
Your Contact name, phone number and
email address and press officer details (if
you have one)

Step 3 – First/Opening Paragraph
The opening paragraph is mega important.
It should cover the high level, of what the
story is about.

That is:
– WHAT the story is about
– WHO are the people in the story
– WHY is it happening
– WHERE is it all happening
and the bit that is sometimes missed
– WHEN did or is it going to happen –

– HOW is it or how was it to be done.
The first paragraph is to grab the
attention of the journalist to make him or
her want to print your article. Therefore,
make it an active paragraph, one that excites
and is positive.
HINT: Read that first paragraph and ask
yourself… “would I continue reading
this?”

Step 4 – Second paragraph.
You need a quote. That is something along
the lines as shown below
An example could be…
Organizer Mr Doerly said “This will be the
event of the decade”

Step 5 – The Third Paragraph - Stats
Three bits of statistics, data or known facts
One item could be a future statistic such as
forecast of your sales

Step 6 – The Grand Finale
Reminders, re-enforce message with any
action needed by the readers, such as an
invitation to a meet.
This is where you put a reminder about the
major issues

Step 7 – Images
For any image that you include in your
article, you need to provide a short summary
about the image and any attribution to a
photographer or image taker.

Do make sure all copyright issues are
covered and you have the permission of the
subject(s) to use the image. In any email
make sure everything is in the email, to be
clear avoid attachments.
It is a little known fact that JOURNALISTS
and readers are reluctant to click on links.
That is proven by any email statistics you
may look at in the future.

Step 8 – For an audio story,
provide all the above information

But in addition, add your own recording of up
to 7 answers to the 7 question of your own
choice and no more.

The bottom line is that you need to give the
presenter the questions he should ask you so
that your audio with appropriate edits
behaves as though it is a live interview.

July is Mobile Courtesy
Month
It may not be July, but here are a few tips to
use all year round…

We all know about this issue.
Especially when we are on a bus, train or in
any other public place because we become
an audience to someone else’s conversation.
Sometimes when we speak on a mobile
phone we forget our manners!

Therefore do try to make the most of Mobile
Phone Courtesy and always follow these tips
about mobile phone etiquette:
– When you are in a meeting: don’t check
your phone constantly for texts and emails.
But please do concentrate on the people you
are with.

– In a court, official room, theatre, or place
of worship set your mobile phone to silent or
vibrate

– Don’t embarrass yourself… If you know you
are going to make an intense emotional call
save it for when you are somewhere private.
The public at large have no need to know
about your relationship issues. That is unless
you are a celebrity of course!

– Do check your personal volume levels. As it
is very easy to start shouting into your

phone. Instead speak softly and everyone in
your vicinity will enjoy the peace and quiet.
They will also appreciate your good manners

Email Marketing Tools
To succeed on the Internet you need an
Email / Autoresponder system to send emails
to people who sign-up …

•

Send emails to those people on your
lis

•

Allow emails to be sent to those that
have not opened or opened one of
your emails

•

Automatically respond to people that
sign-u

•

The creation of Lead Capture Page

s


Capture the name and email details of
a person visiting your site using a form.
Provide unsubscribe service
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•

.


p
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The email features include:

•

Statistical Reports

Most people use services such as
MailChimp, MailerLite, GetResponse, or
aWeber, but there are also more
sophisticated services. These will let you
collect, store, manage, and search many
different types of information.
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If you are starting out MailChimp and
MailerLite both have free forever services as
long as you keep within their restriction on
use for the number of subscribers and
number of emails. See table below. The
pricing links below are not af liate links.
However, the Service Provider column
contains af liate links (I receive a small
commission if you buy a subscription – it
helps to pay for any website costs). This
applies for MailChimp, Mailerlite,
Getresponse and AWeber main links.

Service
Provider

Pricing
link

MailChimp MC-Pricing

Free
Service

Paid

Cost

Free up to
From up From
2,000
to 50,000 $10 per
Subscribers
month
10,000
emails per
month

50,000 to
Unlimited
emails

Forms &
Landing
Pages
MailerLite ML-Pricing

Up to 1,000 From1 to
Subscribers 1,000
12,000
emails per
month

From
$10 per
month

Unlimite
d emails

Landing
Pages
GetRespo GR-Pricing
nse

For 1
From up
month up to to 1,000
1,000
subscribers
1-month
trial
Unlimited
emails
Unlimited
funnels /
Landing
Age

Up to
1,000
visits or
more

From
$15 per
month

Aweber

AW-Pricing

For up to
500
subscribers
1-month
free trial
Unlimited
emails

From up
to 500

From
$19 per
month

10 Commandments for
Quality Content
Content is King...
1. Accessibility
Your content needs to be accessible, to that
end one of the simplest things to do is to use
the correct font size and style in your
articles.

The suggestion from the Royal National
Institute for the Blind is that it recommends
14 pt. Helvetica or Ariel font (Tahoma and
other font styles are suggested too). The
minimum font size is set at 12 pt, but this
does not meet most of the visual needs of
those with partial sight. Additionally, any
images that are not logos or are not present
for design reasons should have appropriate
descriptive text in an alt tag (A special place
on websites to help the visually impaired –
usually a facility provided in any content
management system to allow the addition of
text).
See short link https://goo.gl/D6nwq7 that
is https://www.gov.uk/government/
publications/inclusive-communication/
accessible-communication-formats
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If you have clicked on either of the above
links you will nd that 16 pt is mentioned and
of course if you use this size your crucial

content will be read by nearly all your visitors
that are partially blind. The site also
recommends that 70-80 characters should be
used per line except when you are using
columns.

2. Interest

 


The best and most useful content is written
well, but more importantly, it should grab
your reader’s eyes and interest. This is
obvious but content that is boring will not be
read. Nor will it encourage anyone to look at
anything else you write.

3. Entertain When You Can
And of course, not all of what you write can
entertain.
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The golden rule if your text is not useful or
interesting, then write fun- lled content that
excites and entertains.

4. Useful
It is important that any content interests or
entertains. But if it is not useful and does
not relate to the reader’s needs he or
she may not come back. To avoid that you
can create useful content such as tutorials
and educational material. This technique is
popular with readers and with search
engines.

5. Research Well
Your content needs to be well researched,
ideally from multiple sources. Some are
obvious:
•
•
•
•

-


Google and Google Alerts
Yahoo
Facebook Search
LinkedIn Search

• Twitter Search
• and Bing
Basically, these are the big search engines
and you will probably know more
The less obvious are:
◦ Google’s Keyword Planner short
link https://goo.gl/CE7NLM https://
ads.google.com/intl/en_uk/home/tools/
keyword-planner/
◦ Inoreader .com which is basically a
content curator see more ways it can be
used easily at short link https://goo.gl/
oZxbXX https://
www.maketecheasier.com/customizinginoreader-for-web/
◦ Questions and Answers
at Quora .com – See for instance this
question with some answers… short
link https://goo.gl/dcA1t2 https://

www.quora.com/What-are-the-10-mostuseful-WordPress-plugins-you-caninstall-and-why
◦ Topics at Reddit – https://
www.reddit.com/ for well-informed
topics about most subjects
◦ Talkwalker Alerts see https://
www.talkwalker.com/alerts

6. Factually Correct
You need to check your content and of
course, that takes time, One needs to verify
that at the outset and of course you need to
go back to the article from time to time as
facts do change.

7. Grammatically Correct

This is always a challenge. For
some people, it is easy, while for others that
may not be the case. If you are using the
Chrome browser there is Grammarly
Extension that may help. For WordPress,
there is the standard JetPack plugin, by using
the Proofreading Function (Grammar and
Spelling). Don’t forget to tick the proofread
check box.

I am pulled up from time to time by the
Grammar police on the Internet. But it will
surprise you to know that Google can tell if
your content is grammatically correct or not.
Therefore, it is very important that your
spelling, grammar, and punctuation are all
correct. So get those free or paid for
extensions from Google and WordPress now.

8. Long
The bad news is that these days, Google
wants quality content, and much more than
300 words, The nearer to a thousand words
the better. But three thousand words is topnotch and that is what we all should aim for.
Perhaps I need a content writer!

9. Media

 


Having a variety of media on your pages is
great for your visitors, and Google too.

That is images, video clips, slides, audio
tracks, and games.
You do need to balance with written content
on your site, especially if you are using video
clips (essential for front pages). There is a
requirement that video clips should have text
script or a textual explanation about it. Use a
speech to text service such as Rev see
https//www.rev.com

10. White Space
Create white space if you can. Of ce typists
prior to the year 2,000 did this automatically,
They used the following rules.
Double or One and a half space between
lines
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Two spaces between sentences, but one
space will suf ce

and Two lines between paragraphs but one
line will do
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.
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Keep text left justi ed or centred as
appropriate
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