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Template: Media Advisory
In situations where your organization is planning an event, information session, or open house, a media advisory (sometimes called a public service announcement) is very useful. The purpose of the advisory is to flag the attention of news outlets so they will do one or both of the following: send a news reporter or crew to cover the event and/or put a notice in their publication or broadcast in advance of the event. 
This public service advertising can be a useful way of making your event known, and being proactive in getting out first-hand facts and information to media rather than allowing opposition groups to get out in front of the media first.
This section provides some points to consider as you craft your media advisory:
Length: 
· Media advisories are very short, usually between 50 and 100 words or 20 seconds on the radio.
· Formatting: An advisor y should be produced on your organization’s letterhead and should state boldly that it is a media advisory - use larger text or upper-case letters. Use standard letter-size paper. Double-spaced typing makes the text easier to read.
Content: 
· The components that must be in e very media advisory include when and where the event is being held, the main reason and basic format (i.e. ceremony to mark the official opening) and who to contact for more information.
· Do not try to include too much detail - stick to the essentials. 
· Provide a single point of contact for your organization should they have follow-up questions.
Circulation: 
· Circulate to all appropriate print, online, and broadcast media outlets in your community, ideally by email.
Release: 
· Don’t expect the media to use the complete text of the advisory. Check the publication to see whether the information is correct. If not, contact the organization immediately and ask them to publish a correction or change an online story.
· Copies of the media release should be circulated within your organization and, if appropriate, to funding agencies, local government staff and councils and boards to keep them informed about the project. Consider also posting on your project and organization website.
