Headline

Day, Date
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[YOUR LOGO]
Media Advisory
For Immediate Release


Contact: [Person reporters should contact]

Day, Date




                (408) ###-#### (phone)








    (408) ###-#### (cell)








    [Email address]

Headline Grab’s Reader’s Attention

Subhead Provides More Details

WHAT:
In one to three sentences, explain what you’re going to do or what the facts are about your project. Keep it snappy.


WHEN:
Day, Date, Year (note format)


XX:XX a.m. – XX:XX p.m. (note format)

WHERE:
Building/Agency (Include floor and room number, if applicable)



Street address (provide cross streets or “between ___ and ___ Streets”



City

WHO:
Speaker Name, Title, Organization
Speaker Name, Title, Organization
Speaker Name, Title, Organization
A sentence about any others (e.g., Winners of youth essay contest)

WHY:
Brief explanation of why this is important.

VISUALS:
Is there anything that will appeal to television or is it all talking heads? Limit to one sentence (e.g. Children from downtown preschools will be in costume, singing traditional songs.)
INTERVIEWS:  
Who else will be available for one-on-one interviews? (e.g., Families of adult literacy learners will be on hand for interviews.)

#####
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Organization Name  Address l City, State Zip Code  (408) ###-###   web address
Organization Name  Address l City, State Zip Code  (408) ###-###   web address

