TEMPLATE Press Release Announcing a Library Program

How to Use This Template
Use this template to announce a library program, event, service or initiative to local media and the community. Customize the template with information specific to your library, including relevant dates, details, local data and examples of community impact. You can use the topic flyers and impact stories in this toolkit to help provide context, but be sure to tailor the announcement to your library's own programs and services.

Add your logo to the top of your press release or your letterhead.
FOR IMMEDIATE RELEASE
Contact: [Name, Title]
Phone: [Phone Number]
Email: [Email Address]
Date: [Release Date]
[Library Name] Announces [Program, Event or Initiative]
[City, Oklahoma] — [Library Name] invites community members to [attend, participate in or learn about] [program, event or initiative], which supports [brief description of the need, service or community benefit].
[Provide two to three sentences explaining the program or service, who it serves, and what participants can expect. Include the date, time, location and registration information, if applicable.]
“[Insert a quote from the library director, program coordinator or another appropriate spokesperson explaining why the program matters to the community],” said [Name, Title].
[Add a local example, statistic or impact story that illustrates the library's work. For example, include the number of people served, program attendance, a community need addressed or a customer success story. Obtain permission before sharing identifiable customer information.]
[Include any additional information about how community members can participate, access the service or learn more.]
For more information, visit [Library Website] or contact [Name] at [Email Address or Phone Number].
About [Library Name]
[Add two or three sentences describing the library, the community it serves and its key services. Include the library website and social media accounts, if appropriate.]

