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MEDIA ADVISORY
Headline/Title of the Event
[Grab attention, describe what the advisory is about]
	WHO:
	Company hosting / sponsoring, who is involved, any noteworthy people attending.

	WHAT:
	Describe the event and why media should attend.

	WHEN:
	When is the event happening…date, time.

	WHERE:
	Where is the event happening…specific address, other information (parking, directions).

	DETAILS:
	Agenda if there is one. List any background or additional information.


Other tips: (delete this section - obviously - before you send this)
· Use standard letter-size paper.

· Use one-inch margins on all sides.

· MEDIA ADVISORY should be at top in all caps and bold typeface.

· Headline should be in bold typeface.
· Must have name, phone number and email address of a contact person (someone best qualified to answer questions about the event).

· Should be one page only.
· eMail or fax one to two days prior to the event.

Media Advisory - <Title of Event - Update This Before Sending>

