YOUR LETTERHEAD


MEDIA ADVISORY

DATE:

 

CONTACT:  
Your Media Contact, Her Title, Her Phone Number

(YOUR ORGANIZATION) TO ANNUOUNCE (PROJECT/EVENT)

AT PRESS CONFERENCE OR EVENT

Day, Date, 

Time, 

Place of Event

WHAT:

Describe what you will be announcing or doing.  

WHO:
Who will be present at the event, including speakers and guests.   

WHERE:

Location, including parking details and other 

information to make it easy for a reporter or photographer to cover your event.

WHY:
Describe the significance of the event.  List funders if a grant or monetary award is being announced.  

A media packet will be available at the press conference.  (Include a press release, background materials on your agency, logo, funder logos, photos if available, etc.)

VISUALS:
Describe any visuals that will make good photo opportunities, for example consumers, staff, VIP guests, outcome charts, logos, art work, new facilities, dedications, etc.  
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