Washington State Department of Transportation (Arial 12-pt.) – NEWS (14-pt.)
Your Region – Region Address - City, WA 98XXX-XXXX – region phone number XXX-XXX-XXXX (Arial 10-pt.) 

FOR IMMEDIATE RELEASE
Month date, 20XX (abbreviate months according to AP style)

[bookmark: _GoBack]Contacts:  	Contact Name (w/email hyperlink – use new “full name” version of email for security), communications*, area code-xxx-xxxx, [If including cell number:] xxx-xxx-xxxx (mobile)
Project Engineer Name, project engineer, area code-xxx-xxxx 

[* Only use “WSDOT communications” if this is a joint release and it’s needed to distinguish agency staff, e.g., WSP communications]

Arial 18-pt. headline – Mention open house, meeting or comments sought; include city if using roadway 
Option 14 pt. subhead that includes date of open house (if not in headline) dollar figures, detailed geography, improvements) or secondary issue

DATELINE – The dateline should be the city where the event takes place, not where you sit. Olympia can be used for statewide releases. Please follow the same fonts, spacing and justification that are laid out in this release. (Times New Roman, 12 pt.)

Try to keep your release to one page, and tout the benefit of your project in your opening paragraph whenever possible. Tell people what they can do or learn at the open house – not just that we’re holding a meeting for them: learn about proposed changes to the roundabout; share suggestions on ways to improve traffic through town, etc.

Feel free to relegate first references to Washington State Department of Transportation to the second paragraph. Doing so can free up space in your opening paragraph for clever turns of phrase, news hooks and key messages. And, abbreviate to WSDOT on second reference. Avoid using “we” and “you” when explaining the project and its benefits.

Breakout the open house details for easy reading and scanning, using the format below.

(Subject) open house information
When:		Include time, day of week and date (5 to 7:30 p.m., Tuesday, March 14)

Where: 	Location and address 

Details: 	Is there a formal presentation that starts at a specific time? Is this a drop-in event where people can stop in whenever? Will staff be on hand to answer questions or take comments? Will displays or design drawings be available for viewing?

Include cost and construction/completion dates if available and appropriate: The $15.4 million project is scheduled to begin in April and be completed in October.

Open houses and other public meetings MUST use the expanded ADA language at the bottom of this release.

If other agencies are participating as part of the open house, be sure to include that and what those agencies will be speaking about.

“We don’t have to have a quote in every news release – it’s not always necessary,” said Project Engineer Quotable Quotes. “But if you want one, please write it in a way that sounds like something someone would say to their neighbor. Not something you’d read in a manual.” 

Use hyperlinks in the body of the release to make it work faster and harder. Modern media sites are hungry for pictures and videos. 

Get your release reviewed and approved with these steps: 
· Send the release to newsdraft@wsdot.wa.gov for review.
· Post the release to the WSDOT newsroom before sending to the media.
· Notify the Web team (webhelp@wsdot.wa.gov) so they can plan for Facebook and Twitter updates.
· Add “WSDOT News:” to the email subject line followed by the headline.

Include a bulleted list of the hyperlinks at the end of the release. Set it apart with two spaces from the previous paragraph and reduce the font size to 11.


Hyperlinks within the release: (Times New Roman, 11-pt.)
· Pictures: www.flickr.com/photos/wsdot  (words used here should match the words linked in the text, not the name of the website; these are examples from the News Release template, yours can be more descriptive, such as the damaged bridge, the new roadway, etc. Link to the album or specific photo, not the main WSDOT Flickr site. Hyperlinks should also follow the same order as they appear in the body of the release.)
· Videos: www.youtube.com/wsdot 
· WSDOT newsroom: www.wsdot.wa.gov/news 

After the body of the release, add a center-justified set of three pound (or hashtag) signs and the standard boilerplate. 

###

WSDOT keeps people, businesses and the economy moving by operating and improving the state's transportation systems. To learn more about what we're doing, go to www.wsdot.wa.gov/news for pictures, videos, news and blogs. Real time traffic information is available at wsdot.com/traffic or by dialing 511.

Americans with Disabilities Act (ADA) Information
Accommodation requests for people with disabilities can be made by contacting the WSDOT Diversity/ADA Affairs team at wsdotada@wsdot.wa.gov or by calling toll-free, 855-362-4ADA (4232). Persons who are deaf or hard of hearing may make a request by calling the Washington State Relay at 711. 

Title VI Statement to Public: It is WSDOT’s policy to assure that no person shall, on the grounds of race, color, national origin or sex, as provided by Title VI of the Civil Rights Act of 1964, be excluded from participation in, be denied the benefits of, or be otherwise discriminated against under any of its federally funded programs and activities. Any person who believes his or her Title VI protection has been violated may file a complaint with WSDOT’s Office of Equal Opportunity. For additional information regarding Title VI complaint procedures and/or information regarding our non-discrimination obligations, please contact OEO’s Title VI Coordinator at 360-705-7090.


To unsubscribe to WSDOT media releases please reply and type REMOVE in the subject line.


