MEDIA RELEASE TEMPLATE

Insert catchy headline here
Insert date (for immediate release)

[Insert organisation’s name] has [today/yesterday/or delete time reference] announced/delivered/achieved [continue first paragraph detailing the event, achievement or newsworthy material. Ensure all critical information is captured upfront as this paragraph is key to encouraging the reader to continue on].
[Insert a description of the result of the activity and what it means for the local community, organisation or group. A maximum of two paragraphs here].
[Second paragraph if applicable].
[Insert quote from spokesperson for the organisation by means of introduction].  ABC Community Group President Lee Smith said “[insert quote from appropriate individual elaborating on paragraphs above]”.
“[Continue quote in another sentence/ paragraph if relevant]”, she said. 
[Make a statement following on from the paragraphs above which is designed to segway to a slightly new angle]. 
[Introduce a third party if possible and lead towards another quote from an independent source].
XYZ Organisation CEO Tim Jones said “[insert quote from appropriate individual reinforcing paragraph above]”.
[Conclude with some tangible sentence that refences a summary to the material or something measurable eg: The new project will commence in June and it’s anticipated to be completed by the end of the year].

Before you finish remember: Ideally keep your media release to a single page with ends on a second page. The heading and first paragraph need to grab attention quickly. Include credible facts and quantifiable numbers that support your words (including references if required).  Specify if there is an embargo on your release and if so, specify the date (this is in the instance you don’t want information shared until after a certain date or announcement). Make it easy for the media by ensuring you supply good quality images at a high resolution.  

-  ENDS  -

Media Contacts 	Further information can be organised by contacting media contact/s: 
			[Insert name of primary representative, role and contact details]
			P / XXXX XXX XXX		E /  lee@abccommunity.au

[Name of secondary representative (if appropriate), role and contact details]
			P / XXXX XXX XXX		E /  tim@xyzorganisation.au

Images	Images are supplied in high resolution jpeg format. Persons in these images have given written permission for them to be used for these purposes. We can arrange alternative images on request. 


About [insert your organisation’s name]
Detail a brief about your organisation, what it does, what your key achievements are and relevant  background information. Reference your contact points including websites or social media platforms.  For further information visit www.abccommunity.au
Website: www.abccommunity.au
Social Media Handles: www.facebook.com/abccommunity / www.instagram.com/abccommunity

Hashtags: #abccommunity #xyzorganisation #community 


