.Reform Matters

Media Advisory Template

Use media advisories to announce an event (including teleconferences or webinars).
Your advisory should include the following
[Your organization'’s logo]

FOR IMMEDIATE RELEASE
Today’s Date (prior to the event)

Contact:
Your Name, Phone Number, Email

News Advisory for Date, Time
ATTENTION GRABBING HEADLINE
Newsworthy subhead

Include a few sentences making the case for a reporter to attend the event. Convey why this is
news and why they should turn up (the “WHY” of the event).

WHAT: The event’s name and brief description of what the event entails.

WHO: Mention here who the key players will be. Highlight if you're expecting a local
policy maker or celebrity. Provide titles of the people involved.

WHERE: Location of event, with directions if necessary.

WHEN: Date and Time

[Your organization’s brief mission statement.]

[Your organization’s web address or other contact information]

NATIONAL WOMEN’S LAW CENTER



