
MEDIA SUPPORT KIT:
HOW TO WRITE A MEDIA RELEASE 

What is a media release?

A media release is a short statement that tells
reporters the key facts about your event with
the aim of getting them interested in creating a
story. Media coverage can help generate
public interest in your event and increase
attendance.  

Writing a media release

The Media Support Kit includes a template to
help you write your own release. Try to tailor
this as much as possible to make it unique to
your event.  

Here are some things to remember when
writing your media release: 

Include a headline that sums up the event
in 10 words or less.  
Make it concise – ideally not more than
one page.  
Open with the most important facts –
the reader should get a basic overview of
the story in the first 1-2 sentences.  
Include some key quotes and statistics
that reporters can use in their story. 
Include your contact details so reporters
can quickly and easily get in touch if they
want more information.  
Include a brief description of your
organization at the end of the release. 
Proofread before sending. Get someone
with a good eye for spelling and grammar
to check it over.

When to send

Give reporters enough time to create a story
around your event, but not so much time that
they forget about it.
 
As a general guide, you should send your
media release to journalists about 1-2 weeks
before the event takes place.  

How to send

Send your media release by email. You can
email it to specific journalists who may be
interested or to the general newsdesk of each
relevant media outlet.  

You can often find the email addresses of
journalists and media outlets online. If not, give
the media outlet a call and ask for the best
email address to use.  

You may also want to send a reminder email
on the day of your event.  

If a journalist wants to know more about your
event, choose a media spokesperson who is
well versed in the facts and a confident public
speaker.  

Media release examples

Life Won't Wait. Next Year is Too Late.
RNAO releases In Focus mental health and
addiction web page.
Be a part of ending overdose this
International Overdose Awareness Day.

For more advice on media engagement,
contact us at info@overdoseday.com
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https://web.archive.org/web/20230303152928/https:/issuu.com/harmreductionpchc/docs/media_release_od_awareness_day_2017
https://web.archive.org/web/20241112192059/https:/rnao.ca/news/media-releases/rnao-releases-in-focus-mental-health-and-addiction-web-page-calls-on-provincial
https://web.archive.org/web/20241112192059/https:/rnao.ca/news/media-releases/rnao-releases-in-focus-mental-health-and-addiction-web-page-calls-on-provincial
https://web.archive.org/web/20231111025857/https:/atdc.org.au/wp-content/uploads/2021/08/2021_08_25-MEDIA-RELEASE-Be-a-part-of-ending-overdose-this-International-Overdose-Awareness-Day.pdf
https://web.archive.org/web/20231111025857/https:/atdc.org.au/wp-content/uploads/2021/08/2021_08_25-MEDIA-RELEASE-Be-a-part-of-ending-overdose-this-International-Overdose-Awareness-Day.pdf
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