RAC - Marketing Toolbox – Media Release Template
FOR IMMEDIATE RELEASE



CONTACT: Name of contact person








      Title 









      Phone number 











      Email address 
Headline with concise description of your event
WHAT:  Title of your event
WHEN: Date and Time of your event

WHERE: Address and other pertinent information about the location where event takes place (parking, directions, organization’s email address)

(TICKETS: If you have a ticketed event, this is where you list the ticket information – price, where to get tickets, who to contact)

St. Louis - Date – 1st Paragraph: Basic information about your event: description of the event, when and where it takes place, who is involved.

2nd and additional Paragraphs: More in-depth information about the event and/or biographical information about the person(s) involved.  Quotes from the person(s) involved and/or your executive director.
#

Boiler plate: Paragraph with brief summary about your organization

