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SAMPLE MEDIA ADVISORY FORMAT

A media advisory, oftentimes called media alert, is a one-page summary to notify media about an upcoming event or news conference. It should contain the “who, what, where, when and why” of the event. The advisory should be sent two or three days in advance and followed up with a phone call.

MEDIA ADVISORY***MEDIA ADVISORY***MEDIA ADVISORY***MEDIA ADVISORY

HEADLINE

What:

Description of event, what’s going to take place and why

Where:
Name of location


Address

Nearest major cross streets
When:
Day, date, time


(e.g., Tuesday, June 18, 2002)

Who:
List spokespersons: (e.g., local health official, host organization’s director/coordinator, public figures, youth and adult anti-tobacco advocates, etc.)

Visuals:
List specific visuals: (e.g., photo opportunity, videotapes, print ads)

Contact:
Organization’s media spokesperson, organization’s name, phone number, day of event phone number -- if different

# # #

(informs readers they have come to the end)
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