


FOR IMMEDIATE RELEASELogo

Contact: 
First & Last Name
Email
Phone Number

TITLE
LOCATION, DATE – 

Make sure to cover who, what, when, where, why.



Include a quote. This is a great opportunity to have someone from the organization make a statement at the benefits or impact the media release is to have. 



Include a sentence about who to contact for more information – include full name, phone, email and URL if applicable. 

### 	Comment by Rebecca Connors: (three hash marks indicate end of media release)

About {Community Foundation Name}
Use this section for an “about” your organization and include a link to website/social media where they can learn more. 


How to Send a Press Release in Montana
1. Write a Professional Press Release
· Headline: Start with a clear and compelling headline that summarizes the main message.
· Dateline: Include the date and location (e.g., "HELENA, MONTANA, October 10, 2024").
· Body: Write a concise and informative release (400-500 words). Focus on the who, what, where, when, why, and how of the event or announcement.
· Quotes: Add quotes from relevant stakeholders to add credibility.
· Contact Information: Provide your contact details at the bottom of the release (name, phone number, email, and website).
2. Target the Right Media Outlets
· Local Newspapers: Send the release to newspapers in your area (e.g., Helena Independent Record, Missoulian, Billings Gazette).
· TV and Radio Stations: Contact local news channels and radio stations (e.g., KTVH News Helena, KPAX Missoula).
· Online News Outlets: Don’t forget online publications (e.g., Montana Free Press, 406mtsports.com).
· Industry-Specific Media: If your press release is related to specific sectors (like nonprofits or agriculture), include trade publications.
3. Find Media Contacts
· Visit the websites of local newspapers, TV stations, and radio stations to locate their press release submission section or contact us page.
· For direct contacts, use websites like Cision or Muck Rack to find the right journalists, or look for local reporters who cover relevant beats.
4. Format the Email Correctly
· Subject Line: Keep it brief and engaging (e.g., “Press Release: Helena Animal Shelter Hosts Fall Adoption Event”).
· Body of Email: Write a short introductory message (2-3 sentences) explaining why the release is important. Attach the press release as a Word document or PDF, and also paste it into the body of the email for convenience.
· Attachments: Avoid large files. If you need to send images or videos, include a link to a Dropbox or Google Drive folder instead.
5. Timing is Key
· Send your press release early in the week (Tuesday mornings are ideal). Avoid sending late on Fridays or during the weekend when newsrooms are typically slower.
· Lead Time: If your release is about an event, send it at least one week in advance so news outlets have time to cover it.
6. Follow Up
· Wait about 24-48 hours, then send a polite follow-up email or call the newsroom if you haven’t received a response. Be concise and professional, offering to provide any additional information.

By following these steps, you’ll increase the chances of your press release being picked up by Montana media outlets!






