Insert Letterhead 

MEDIA ALERT
TITLE
Subtitle

Contact: YOUR NAME, YOUR PHONE, YOUR E-MAIL
YOUR CITY, YOUR STATE ABBREVIATION.—
WHAT: (EX: YOUR COMMUNITY/ORG is one of dozens across Vermont participating in the Way to Go! Commuter Challenge. YOUR COMMUNITY/ORG plans to use alternative transportation X DAYS during the week of May 17-21. 
Join YOUR COMMUNITY/ORG on DATE at TIME to kick off the event and to encourage others to use transportation alternatives during the Way to Go! Commuter Challenge. 
WHERE: ADDRESS AND DIRECTIONS
WHEN: DATE AND TIME
WHO: 

· Key Speakers listed in bullet points leading with the most “known” person first.
PROVISIONS: List here if you have electrical outlets, microphone stands for television or radio stations, or any other equipment that might be helpful that they would want to know about. 
MORE: To learn more about YOUR COMMUNITY’S plans, visit YOUR WEBSITE*. To learn more about the Way to Go! Commuter Challenge visit www.waytogovt.org.

OTHER SITE(S) OF INTEREST?
