
OPEN Media Release Kit 1 

 

Welcome! This tool kit is a resource for organizations looking to create meaningful, effective 

media releases.   

A media release is an announcement that provides newsworthy information about an organization to 

the media.  It is distributed to editors, journalists, and reporters via email, mail or fax at newspapers, 

television stations, radio stations, and online media. Media releases can also be posted on an 

organization’s own website or included in industry newsletters. Media releases follow a standard format 

and contain common components.  

Media release, news release, press statement and press 

release are all terms for the same thing, an announcement 

to news sources. A press release refers to print media 

specifically. 

A media release is about one page long and it contains key 

information about one newsworthy item. The focus of a 

media release is a topic that is new and interesting, and 

worthy of readers attention. Something that is newsworthy is new and current AND it is significant (it 

involves a lot of people, especially if they are in close proximity to readers, or has a big impact), and/or it 

has human interest (it appeals to readers emotions and they identify with the people involved). 

Strong media releases are simple, concise, and attention-getting. Common components of media 

releases are:  media contact information, headline, date line, announcement paragraph, body, quote, 

boilerplate, and close. 

Media releases are excellent opportunities to raise awareness about the work of your organization, to 

formally recognize the efforts of others, and to showcase your organization’s impact. Media releases 

contribute to raising an organization’s profile, and create a written legacy, which is an excellent resource 

for future endeavors. 

Your organization is a key part of a movement to tackle a growing challenge in communities all over 

British Columbia. The opioid overdose crisis is a continued newsworthy concern. Please consider taking 

the time to show your local community that you are actively working to address challenges. A media 

release about your efforts instills hope in community members who may be impacted or are not directly 

involved in response efforts, and can help decrease stigma about drug users. Raising awareness about 

your organization’s work can also help to increase support for workable solutions. Additionally, it may 

be important for other organizations in your community to learn about OPEN Project, and your 

experience with CAI. Just as you would value learning about the efforts of other organizations in OPEN, 

they would like to learn about you.   

OPEN Project  
 Media Release Tool Kit 
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MEDIA RELEASES IN SIX STEPS 

THINK 
GATHER 

 CONSULT  
WRITE 

DISTRIBUTE 
FOLLOW UP 

 

1. Think… 
The first step to creating a media release is to determine what your main focus will be. Here are some 

questions to ask to identify key information you would like to share: 

• What would your organization like to share with 

the local community? 

• When will your organization have news to share? 

(new and exciting information that will catch the 

interest of an audience of local residents) 

• What about your 

organization/partnership/program/event will your 

local community be interested in? 

• What would you like readers to do with the news 

in your release? Are you trying to raise awareness 

(examples: announce a community action plan, community partnership, funding etc) or is there a more 

direct call to action? (examples: attend an event, refer, register, donate, promote a convening event) 

• When do you want this news in the media? Plan to send out media releases ahead of when you 

would like the news to be public, so newspapers have time to write articles about the information.  

Recommendation: 3 to 7 days for local community media. 

2. Gather information about your organization and OPEN Project… 

Contact Person: This information will be part of the media release. This person should be available and 
able to provide more detailed information about the content of the release. 
Include Name & Job Title / Organization/ Email /Phone 
 
Key information: Details about focus of media release: main idea/event/news item  
Includes the 5 W’s 1H: who, what, where, when, why, how 
Also: relevant program updates, interesting stats, partner organizations  
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Quotes: Identify who you will quote in the release. Quotes are provided by people who can add 
expertise to your main idea. For example, an ED can provide testimony as to why there is a need in the 
community for services (evidence that your news is significant) or a client (or their family member) can 
share his/her experiences with the challenge you are tackling (appealing to the human interest of your 
news).  
 

Tip: A good quote should: 

  • support your key message and make your news an interesting story 

  • Avoid simply repeating info already in your release, instead expand upon it 

  • Should demonstrate impact  

        To get a good quote ask:  

  • “Why this ____?”(project/partnership/event)  

  • “Who are you helping?”  

  • “How will lives change because of this?” 

 
Boilerplate (or materials to create one): A short paragraph that concisely describes the organization 
distributing the media release. The same boilerplate is used consistently across all an organization’s 
communication materials. Perhaps your organization has an “About Us” section on its website that can 
provide some inspiration for creating a boilerplate, if needed. 
 
Logo: Include an email attachment of your organization’s logo. Do not embed (paste) it into the body of 
your media release email. 
 

Social Media Links: If your organization has active social 
media accounts, such as Twitter or Facebook that you 
would like to share with the media release, build in links 
to them in your email signature.  
 
Media contacts: local newspapers, provincial media and 
applicable websites, blogs, newsletters, etc. Your 
organization may already have relationships with local 
reporters. To build your list of media contacts, survey 
local media to see who reports on similar news, gather 

reporter email addresses / contact info from media websites. 
 

3. Consult partner agencies… 

• Plan to highlight collaborations within your media communications. 

• Ask if others have media strategies in place. 

• Let others know you are creating a media release to showcase your work together. 

• Inquire if others have specific information they would like shared. 

• Follow up afterwards by sharing the distributed media release and any resulting media coverage 
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An important aspect of the consultation step is considering organizational “key messages”.  

         • Key messages are aimed to resonate with the reader and act as positioning statements.  

         • These messages should answer the question of “what’s in it for me?” for the reader.  

Below are key messages for CAI and OPEN Project that you can use: 

Key Messages about OPEN Project and Community Action Initiative (CAI) 

• Projects to respond to the opioid overdose epidemic are happening now in communities 
throughout BC, making communities stronger and healthier. 

• OPEN grants allow the community to organize resources and direct them where they are 
needed most. 

• OPEN supports lead agencies who are community leaders and able to implement effective 
responses. 

• OPEN projects help support wellness for all British Columbians. 

• By bringing together many community voices, OPEN projects work towards minimizing barriers 

to reaching a wider range of people. 

• OPEN brings together community partners and resources. In communities throughout BC, ten 

large scale OPEN projects are underway. OPEN aims to increase that number in 2018. 

• Since 2008, CAI has provided more than $12M in convening, service innovation, and scaling up 
grants to fund the development and implementation of collaborative projects that respond to 
mental health/substance use challenges within communities. 

• CAI is a provincially-funded non-profit agency launched by the BC Alliance on Mental Health/ 
Illness and Addictions and is made possible by the Province of British Columbia, Ministry of 
Health 

• Suggested paragraph about OPEN and CAI to include within your media release 
 
 

4. Write… 
• Include all 10 components: contact person 

information, headline, date line, announcement 

paragraph, background paragraph, quote, information 

paragraph(s), CAI paragraph, boilerplate, and close. 
• Each paragraph can be short, from 1 to 3 sentences. 

It’s better to have more paragraphs than to refer to 

more than one topic within a single paragraph.  

• Keep the release short (ideally less than one page) 

and on-topic. 

Tip: The most important aspect of a media release is communicating your news in a timely fashion. 

Don’t get bogged down with the details. Focus on creating a document that conveys a simple 

newsworthy message. 
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Template Sample 

FOR IMMEDIATE RELEASE 

Contact [name, title] 

[phone and email] 

[Headline] – 

[Sub Headline] 

[City], BRITISH COLUMBIA – Click here to enter a date.- [Announcement paragraph]  

[Background paragraph] 

[Quote]  

[Information paragraph]  

[CAI paragraph] The OPEN Project includes $750K in grants, training, and resources for 

organizations responding to the opioid overdose epidemic in their communities. Community 

Action Initiative (CAI) invests in community-led mental health and substance use services, 

including the OPEN Project, and has provided more than $12 million in grants. CAI strives to 

build coalitions, strengthen capacity, and empower communities to improve the quality of 

everyday life for people across British Columbia. 

 

About [Your Agency Name]  

[Boilerplate] 

-30- 

Component Check List 

 ☐ Contact Person Information  
• Includes details at the top of the media release.  
 

 ☐ Headline  
• Refers to title of the media release and is a simple statement of what release is about 

• Length is under 80 characters  

• Includes a verb in the following format: 
 

[Agency Name] [verb] [Program name/ event] to [purpose] 
  

Sub Headline 

• Is optional - use only when you need to expand on the main headline 

• Draws attention to specific key details –– use when important details are missing from headline 
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Example 
Headline:  ABC Addictions Launches Circle of Support Network to Address Opioid Crisis 
Sub Headline: Thompson-Nicola Residents Unite to Save Lives 

 

 ☐ Announcement paragraph 
• This is usually one sentence (or two short ones) and it is “The Lead.” 

•  It answers “Why?” and includes the most important information in the release – why your press 
release is newsworthy & why readers should be interested, and it “hooks” them into reading 
more. 

 

 ☐ Background paragraph 
• Tackles who, what, where, when, how.  

• This section can mention involvement with OPEN Project. 
 

 ☐ Quote 
• This is an opportunity to demonstrate impact or reinforce the value of your news. 

• Use the following format:  

 
“[Statement including verb],” said [Name of source, job title of organization], “[Second part of 
statement].” 

 

 ☐ Information paragraph(s)  
• Contain additional useful information, relevant to the main news of the media release. 

•  This is the place to mention additional partners, funders, and resources. End this paragraph 
with mention of OPEN Project. 

 

 ☐ CAI paragraph 
• Include this paragraph to show that your news is part of OPEN Project. 

 

 ☐ Boilerplates 
 
OPEN Project Boiler Plate 
The Overdose Prevention and Education Network (OPEN) Project includes $750K in grants, training, and 
resources for organizations responding to the opioid overdose epidemic in their communities. 
Community Action Initiative (CAI) invests in community-led mental health and substance use initiatives, 
including the OPEN Project, and has provided more than $12 million in grants to over 600 organizations. 
CAI funds community projects that enable community partners to work together to achieve shared goals 
for mental health and wellness to improve the quality of everyday life for people across British 
Columbia. 
 
CAI’s Boilerplate 
About Community Action Initiative: 
The Community Action Initiative (CAI) is a provincially-funded, non-profit organization that provides 
grant funding and training opportunities designed to strengthen the role and capacity of community 
partners to improve mental health and address substance use for British Columbians. Since 2010, CAI 
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has provided more than $12M in convening, service innovation, and scaling up grants to fund the 
development and implementation of collaborative projects that respond to mental health/substance 
use challenges within communities. CAI is made possible through the Ministry of Health. Visit 
www.communityactioninitiative.ca for more information. 
 

 ☐ Close 
• This component indicates the official end of the content of the media release.   

• Centre on the last line of your media release. 

Standard symbols are: 

 -30- or ###  

 

 

Sample Media Release for Fictional Organization “Addictions Kamloops” 

Below are the components for a sample media release, which are brought together on page 9 

to form a complete sample media release for the fictional organization “Addictions Kamloops”. 

Step 1: Think 

Background Information: Addictions Kamloops offers many addiction and recovery services, as well as 
outreach, health and community services to residents of Kamloops and the surrounding Thompson-
Nicola region. Outpatient services for both adult and youth include individual counseling, support 
groups, and harm reduction. 
 
Addictions Kamloops started its involvement with OPEN as an option to address the opioid overdose 
epidemic plaguing their client population. This crisis has stretched individual organization’s resources 
beyond capacity. Addictions Kamloops has been identified as a lead agency with OPEN to develop a 
community coalition to reduce stigma, develop protocols and community practices to reduce opioid 
overdose deaths. After a community summit, where Kamloops organizations and front-line workers 
came together, CAN was formed and are unrolling a larger community plan with overdose prevention, 
education and response strategies. CAN developing We Care, a training program for first responders. 
Addictions Kamloops wants to make Kamloops residents aware of the coalition and encourage 
individuals to become involved.  
 
Addictions Kamloops noticed that First Nations women are overrepresented in the clients they serve. 
Addiction Kamloops partnered with Two Rivers Wellness, allowing some of these women to come 
together and co-create a training program for first responders about discrimination, stigma, and 
culturally sensitive care. 

 
Step 2: Gather 

Contact Person  
Addictions Kamloops 
Melanie Mornews, Manager 
250-555-5555 mmornews@addkam.ca 

 

http://www.communityactioninitiative.ca/
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Key information: 
Who: Addictions Kamloops, first responder agencies, community partner agencies 
What:  launch Community Alliance Network (CAN) training program 
Where: Kamloops, serving whole Thompson-Nicola region 
Why: to join forces and combine resources to respond to the opioid crisis, an epidemic that no one 
agency is equipped to deal with independently, with a specific focus on training first responders about 
discrimination, stigma, and culturally sensitive care 
How: community partners joined together to design a training program based on the four action items 
identified by the FNHA 
 
Four Action Items from Overdose Data and First Nations In BC 
http://www.fnha.ca/newsContent/Documents/FNHA_OverdoseDataAndFirstNationsInBC_PreliminaryFin
dings_FinalWeb.pdf  
 
1) Prevent people who overdose from dying 2) Keep people safe when using substances 3) Create an 
accessible range of treatment options 4) Support people on their healing journeys 

 
Program/Project updates:  
Two Rivers Wellness, a First Nations women’s mental health support group 
First Nations peoples experience more barriers and report less access to mental health and addiction 
treatment 
First Nations people make up 3.4 percent of BC’s population, but 10 percent of overdose deaths; women 
make up 29 percent of overdose deaths, but First Nations women make up 48 percent of deaths 
 

  

 Step 3: Consult 

Quotes 
Kim Green, counselor, Two Rivers Wellness 
“First Nations women are overdosing eight times more than non-First Nations women. We Care training 
is an opportunity to show that everyone matters. We are part of a larger system of support to get help 
for all who need it.” 

Boilerplate  
Addictions Kamloops offers many addiction and recovery services, as well as outreach, health and 
community services to residents of Kamloops and the surrounding Thompson-Nicola region. Outpatient 
services for both adult and youth include individual counseling, support groups, and harm reduction. For 
more information, visit www.addkam.ca 
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Step 4: Write 
Completed Sample Media Release 

FOR IMMEDIATE RELEASE 
Contact Melanie Mornews, Manager 
250-555-5555 mmornews@addrec.ca 
 
Addictions Kamloops Unveils Training Program to Help First Responders Respond to the Opioid Overdose Crisis 
First Nations Drug Users Will Receive Better Support 
 
Kamloops, BRITISH COLUMBIA – October 25, 2017-Addictions Kamloops announces “We Care,” a training program 
for first responders who support drug users, including First Nations peoples, designed to address discrimination 
and stigma, and to deliver culturally sensitive care. Trauma and grief, which often accompany drug addiction, are 
issues which First Nations peoples experience disproportionately. 

We Care will help ensure first responders feel confident are providing care that is sensitive to the backgrounds of 
those they are helping. The training program focuses on four action areas: preventing people who overdose from 
dying, keeping people safe when using substances, creating an accessible range of treatment options, and 
supporting people on their healing journeys. 

“First Nations women are overdosing eight times more than non-First Nations women. We Care training is an 
opportunity to show that everyone matters,” Kim Green, a counselor with Two Rivers Wellness, explains. “We are 
part of a larger system of support to get help for all who need it.” 
 
We Care is a partnership between Addictions Kamloops, Two Rivers Wellness and community first responders.  
Addictions Kamloops provides many different addiction and recovery services to Kamloops residents. Two Rivers 
Wellness offers mental health and wellness support services to First Nations women.  To learn more about We 
Care, visit www.wecareproject.ca. We Care is funded in part by Community Action Initiative’s OPEN Project.  
 
The OPEN Project includes $750K in grants, training, and resources for organizations responding to the opioid 
overdose epidemic in their communities. Community Action Initiative (CAI) invests in community-led mental health 
and substance use services, including the OPEN Project, and has provided more than $12 million in grants. CAI 
strives to build coalitions, strengthen capacity, and empower communities to improve the quality of everyday life 
for people across British Columbia. 
 
 
About Addictions Kamloops  
Addictions Kamloops offers many addiction and recovery services, as well as outreach, health and community 
services to residents of Kamloops and the surrounding Thompson-Nicola region. Outpatient services for both adult 
and youth include individual counseling, support groups, and harm reduction. For more information, visit 
www.addkam.ca 

-30- 

About Community Action Initiative 
The Community Action Initiative (CAI) is a provincially-funded, non-profit organization that provides grant funding 
and training opportunities designed to strengthen the role and capacity of community partners to improve mental 
health and address substance use for British Columbians. Since 2010, CAI has provided more than $12M in 
convening, service innovation, and scaling up grants to fund the development and implementation of collaborative 
projects that respond to mental health/substance use challenges within communities. CAI is made possible 
through the Ministry of Health. Visit www.communityactioninitiative.ca for more information. 

 

  

http://www.wecareproject.ca/
http://www.communityactioninitiative.ca/
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5. Distribute… 
To media: 

• Consider publishing the release to your 

organization’s website (for example, blog style 

and/or as a .pdf). If you do this, include a link to 

the release in your introduction email to 

reporters. 

• Prepare release to be distributed by email. 

Send the release in the body of an email, not as 

an attachment. Use the headline from your 

release as the subject. Begin the email with a 

direct personalized address to the reporter (do 

not use To Whom It May Concern). Include a sentence or two of introduction (see sample email 

example). 

• Add attachments to the email (organization logo, photos). 

 

         Sample email: 
To: Individual Reporter 
Subject: Headline from your release 

 
Hi [Reporter Name]: I am getting the word out about [xxx] 

 See below for a full media release. 

 

Thanks for taking the time to read this. 

--- 

FOR IMMEDIATE RELEASE  

Contact [name, title] 

[phone and email] 

  

[Headline] – 

[Sub Headline] 

 

 [City], BRITISH COLUMBIA – Click here to enter a date.- [Announcement paragraph] 

 [Background paragraph] 

 [Quote] 

 [Information paragraph] 
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 [CAI paragraph]  

 

 About [Your Agency Name] 

[Boilerplate] 

-30- 

 

Email Signature 

 

 

To Partners: 

• Distribute to any community partners, funders, etc. mentioned in the release. Forward any 

media coverage that results from your release. 

• Either email the media release, or if available, the link to the release on your website. 

To social media channels and newsletter: 

• Depending on your social media strategy, broadcast the media release (or link to it) on your 

social media channels. 

• Similarly, share any media coverage that occurs over your channels. 

• Consider including the media release and/or media coverage in organization newsletter. 

 

6. Follow Up… 
• After emailing reporters, you can follow up with 

phone calls if they don’t respond within a few days. 

• Reporters who are interested in your story may 

contact you with more questions. Ensure that your 

media contact is prepared to field these inquiries. 

• Keep a log resulting media coverage. 

• Notify partners, funders, etc. of coverage 

• Create a list of media contacts. 

  



OPEN Media Release Kit 12 

 

Prepared by: 

 

Community Action Initiative 

1183 Melville Street,  

Vancouver, BC V6E 2X5  

Telephone: 604-638-1172  

Toll-free: 1-877-456-9085 

Prairie Chiu: PChiu@communityactioninitiative.ca (OPEN Project Coordinator) 

Kristine Dixon: KDixon@communityactioninitiative.ca  

Dakota Fayant-McLeod: DFayant@communityactioninitiative.ca  

mailto:PChiu@communityactioninitiative.ca
mailto:KDixon@communityactioninitiative.ca
mailto:DFayant@communityactioninitiative.ca

