Here’s a quick and simple press alert/release format suggested by one of our sponsor’s media specialists. The preferred method of contact is email with a possible follow up phone call whenever possible.  Cut and paste your alert or release into the email and also attach it.  
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*** MEDIA ALERT or MEDIA RELEASE ***

PHOTO OPPORTUNITY

(Give a hook to get attention) Example:  DELAWARE FINANCIAL LITERACY INSTITUTE RECEIVES $30,000 ENTREPRENEURSHIP EDUCATION GRANT 
Photo Opportunity of ______________ and Chance to Interview _________________
WHAT:  
1. Describe the event in 2-4 clear sentences 
2. The event will include photo opportunities of ______________________ and interviews and opportunities with ___________________________________.

WHEN:  From what time until what time
              Day and Date

WHERE: Be sure to give any room numbers or building names if appropriate.
WHO:     
· List names and positions of those who will speak and be available for photos and interviews.
· List any major groups or sponsors involved in the event.
WHY:    Tell in 2-4 sentences why this event merits media attention.
CONTACTS:___Make sure to give day of event contact info!__________________________
Name






Name

Organization                                                     Organization

Phone:
        Cell:



 Phone:         Cell: 

Email






Email

Website





Website
Submitted and developed by Ronni Cohen
Executive Director
Delaware Financial Literacy Institute, Delaware Money School
