Press Releases
A press release is an announcement to the media of an event that the writer claims to be newsworthy. News outlets have the option of including press releases as space and time permit. We know that your safety event for students is newsworthy, and the local media are likely to agree and provide you with free press. To distribute news of your event locally, follow these simple steps:

· Fill in the bracketed areas below with your event’s information. Remember to clear the formatting in the fill-in sections (i.e. remove the brackets and text effects).
· Add any pertinent information to the release that may be of interest to your community, making sure to write new paragraphs in the third person. 
· If possible, print the press release on your school’s or organization’s letterhead.
· Find out the contact information for your local media (television, radio and newspaper). Email or fax is typically the best way to distribute a press release; check with your local media to find out their preference.
· Several days before the event, distribute the release to the local media. Send the release to the news editor or news department; potential contacts could also include an education or health reporter. 

· NOTE: Be sure to choose a contact person who will be available to the media after the release is distributed and during the event. Use the contact phone number that has the greatest likelihood of reaching the person before and during the event.
· Have copies of the press release available at the event.
A template of a press release for your event follows:

[Insert School or Organization Logo/Letterhead]
FOR IMMEDIATE RELEASE

[Date of Release]

Media Contact
[Name, phone number, email]
[City/County] School[s] [or Organization] to Celebrate [Event Name]
[CITY, Date] — Families /or students from [name of school district(s)] are invited to enjoy a day of learning safe bicycling and walking skills on [event date example: Thursday, April 27].
Bicycling and walking are fun and healthy forms of transportation. With parental, neighborhood and community wide support, [Event Name] is an educational celebration to ensure that children and adults learn the joy of bicycling and walking safely. 
Children, their families, neighbors and school staff are encouraged to bike and walk for their health, for the health and safety of their communities and for the fun of it.

The event will start at [time] and end at [time] with kids[, parents and community leaders] [for Bike Rodeo: learning the laws, helmet fitting, bicycle safety inspection and riding skills. The finale will be a neighborhood bicycle ride or walk in small groups; for Bike/Walk to School Day: making their way to school by foot or bicycle; for Bike/Walk-A-Thon: walking and riding to raise money for (cause)].
Community sponsors who donated items to help make [Event Name] a success include: [name of sponsor(s) and donation(s)].

[Paragraph about the group that is hosting the event.]
For copies of the bicycle safety flyers, information and resources featured at [Event Name] visit the BikeTexas website at www.BikeTexas.org.
# # #


