
Media Relations 
 
“It does not mean a thing, if it ain’t got that swing” 
Louis Armstrong 
 
 
Media relations at YDreams are done via press releases and YDreamers interaction with the 
press, radio and television stations. Guidelines for these relations and for a supporting media kit 
are included below.  

 

 
Press releases 
 

 
Press Release Template Guidelines 
 
 
PRs are written by the Writers & Content Managers but in case you prefer, you can write a draft 
version and submit it for translation or editing and polishing. To better optimize the requests for, 
and the writing of Press Releases, divisions should use the Press Release Template.  
 
Note: not all fields are mandatory; use a N/A when necessary. 
 
------------------------------------------------------------------------------------------------ 
 
 
Division: 
 
___________________________ 
 
 
Deadlines: 
 
___________________________ 
 
Establish a deadline to have the final version of the press release. 
 
 
What: 
 
___________________________ 
 
 
Define the information you want to transmit into one sentence. Don’t worry about a proper “title”, 
it will come on later. Consider the news value of the intended information. What are we trying to 
get published? (e.g. ‘We have sold ten new Virtual Sightseeing Units’. ‘YDreams Street 
Furniture won a Gold Lion at Cannes’.) 
 
 
 
Target: 
 
___________________________ 
 
 
Who are we targeting? Website only? General media? Specialized press? Electronic Media? All 
of them? (e.g. “for website and general media”; “for advertising publications”). 
 



 
 
 
Information: 
 
Main:  _______________________________________________________ 
 
Other: _______________________________________________________ 
 
 
Main: The main theme of the Press Release. When possible, consider the 5 W’s (and one ‘H’) 
of journalism: Who, What, Why, Where, When and How. You can highlight these by topic in 
order to make them as clear as possible – be succinct and concise. Refer to other sources 
when convenient (proposals, presentations, promotional materials, Internet links, etc.). 
 
Other: additional pieces of information that we are communicating should be ordered by 
importance of hierarchy. 
 
 
 
Keywords and Expressions: 
 
_______________________________________________________ 
 
 
It is helpful to have a list of words or expressions that you think have to be in the press release. 
E.g.: Practical, Useful, Quality of Life, Data Mining, Consumer Empowering, etc. 
 
 
 
 
Quotations: 
 
Person: _________________   Contact: _________________ 
 
Quote (in case you already have it): 
_______________________________________________________ 
 
Some contexts require press releases to have direct speech quotations. It can add authenticity 
to the press release and open up curiosity and further inquiries. If you feel you want to have a 
quotation from a Head of Division or an external authority (e.g. satisfied customer or partner), 
please say so and include contact information if you wish for us to get in touch with the 
designated person. 
 
 
 
 
 
 
Partners and Clients: 
 
Who:   _________________ 
About: _________________ 
 
Be sure to check with your clients and partners if you can divulge your press release without 
any restrictions regarding information or time of announcement. Nevertheless the “angle” should 
always offer prominence to YDreams. Please specify if you want to include an About entry at 
the end of the document (and direct us to the relevant information), regarding your partner or 
client, depending on their importance/status and the benefits that arise for YDreams from such 
an association. 



 
 
Other: 
 
_______________________________________________________ 
 
 
----------------------------------------------------------------------------------------------- 
 
 
Drafts and Final versions 
 
The writers will submit a final draft version for each division’s approval. Any required changes 
(may they be content, grammar or spelling related) should be discussed with the writers and the 
text must be “closed” by the writers with each division’s approval. 

 

 

 
 

Press Release Template 
 
 
Please refer to the Guidelines_Press Release Template document in case of doubt and 
remember that it is not mandatory to fill in all of the template’s fields. Feel free to contact the 
Writers about any issues you may have. 
------------------------------------------------------------------------------------------------ 
 
Division: 
___________________________ 
 
Deadlines: 
___________________________ 
 
What: 
___________________________ 
 
Information: 
 
Main:  ___________________________________________________ 
 
 
Other:  __________________________________________________ 
   __________________________________________________   
  __________________________________________________ 
 
Keywords and Expressions: 
 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
_______________________________ 
 
Quotations: 
 
Person: _________________   Contact: _________________ 
 
Quote (in case you already have it): 
_______________________________________________________ 
 



Partners and Clients 
 
Who:   _________________ 
About: _________________ 
 
Other: 
___________________________________________________ 
 
 
 
 
 
 
(Note: when attaching support materials, such as pictures, texts or URLs, please refer to them 
where appropriate.) 

 
 
 

Interacting with the media 
 
Press 
 
YDreams media relations are centered on YDreamers’ role in the company’s development. 
From the Board to every Division, there are spokespersons selected to interact with the press, 
radio and television. National and international journalists should have easy access to them (the 
Marketing department should supply mobile phone numbers and emails to the media corps). 
 
Before the interview, check the information available on the journalist that will be interviewing 
you. Is he or she a generalist or a specialist? Does he or she have an agenda? Does he or she 
report consistently? 
 
Plan the interview accordingly and always have a pre-defined list of points you want to make. 
Prepare yourself also for the most embarrassing questions that may arise. 
 
There are five basic rules that YDreamers should follow when interviewed: 
 

- Begin with the main points and repeat them frequently if necessary to get the message 
across; 

 
- Use simple examples to support your statements, do not cover everything, and avoid 

jargon and acronyms; 
 

- Be rigorous when providing key data about the company by using YDreams media kit 
information; 

 
- Be careful not to disclose patent related information or any deal that has not obtained 

clearance from partners or clients; 
 

- Provide some human interest. All news are more interesting if they relate to people not 
things . 

 
Whenever we launch a product, we should attempt to follow still another rule 
 

- Surprise the journalist and the audience with the revelation of the magic of the new 
product without fully decoding it. 

 
There are several major problems in media relations. The most serious include: 
 



- Misrepresentation. Journalists usually work in a hurry. As a result, misrepresentations 
and misquotes are common if you speak in a hurry as well. Talk clearly and slowly 
making sure that the journalist is understanding what you are saying; 

 
- Off the record. Things said “off the record”, end up usually in print. Be careful when 

speaking directly to journalists or when you fear that they are present while you are 
giving a talk; 

 
- Journalists with causes. There are several journalists that want you to rally for their own 

causes. Avoid them or if you can not, evade their political questions. 
 
After the interview, check if the journalist has all the information he or she needs. Make yourself 
available for further contacts. 
 
 

Radio  
 
Radio interviews are usually very short so you have to be prepared to talk briefly. Stay about 30 
cm away from the microphone for clear sound. Stress where you come from and the message 
you want to deliver. 
 
 

Television 
 
On television, almost 60% of the communication is non-verbal. You have to look confident and 
fluent. Speak with a relaxed concentration. Wear plain colours (other textures do not come well 
on television). Look to the interviewer in the eye and smile while is talking. Avoid technical 
detail. Do not be afraid to gesture naturally and keep the poise even under irritating questioning. 
 
In both radio and television, you can use the verbal bridges concept to change the conversation 
to your advantage using sentences such as: “and don’t forget…”; “let me put in perspective”…,; 
“that’s an interesting question , but even more interesting is…” 
 
 

Media Kit 
 
YDreams media kit should have high quality images for logos, products and YDreamers photos. 
It should also include a fact sheet including office locations, products, financial data, human 
resource data and major awards. Finally, YDreams media kit should include a list of links to 
relevant media coverage on the company 
 

 


