How to Create a
Media Advisory

A media alert or media advisory is a brief (usually one-page) notice that alerts the media of an upcoming event. It tells what, why,
where, and when, and provides the name and phone number of a contact person at your agency.

Media advisories should be faxed to media outlets at least two days before an event. Check with your individual, local media outlets
to see if faxing is appropriate.

Send your media alerts to wire services and ask them to list your event on their “Daybooks,” a calendar of upcoming news events.
Remember some wire services distribute a list of the coming week’s events on Friday afternoon.

The following is a sample media advisory which should be released on your organization’s letterhead.
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