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1. Lead with the why: Start with why it matters. What’s the change or impact for women and girls in your community? That’s what grabs attention.
2. Keep it short and clear: Your release doesn’t need to be long — 250–400 words is plenty. Local journalists love concise stories with a clear local angle.
3. Add a good quote: A genuine quote from someone involved adds life and personality. Choose someone who can speak from experience or passion.
4. Include the basics: Who, what, when, where, and why. These details are easy to miss but essential for media to share your story quickly.
5. Share a photo: A bright, high-quality photo (with permission) makes a huge difference. Action shots or smiling faces are gold for media.
6. Think about timing: Send your release early in the week and at least a few days before your event. Follow up politely if you don’t hear back.
7. Make it easy to use: Include contact details for someone who can respond quickly, and attach both Word and PDF versions if possible.
8. Celebrate the good stuff!: Your story doesn’t have to be huge. Local papers love positive local news — new programmes, local champions, milestones, or small wins.


Press Release Template

The following page is a simple press release template designed to help community groups, clubs, and individuals share stories about women and girls in sport across Waitaha. It’s simple, clear, and easy to adapt for local media. It is designed to get you started, but feel free to adapt as you see fit.
Please copy, paste, edit and [fill in the blanks, or delete them!]


PRESS RELEASE TEMPLATE
FOR IMMEDIATE RELEASE
[Date]
[Headline – short, attention-grabbing line]
(e.g. Local women take the lead in new community sports initiative)
[Sub-heading – one sentence that adds context or excitement]
(e.g. New programme aims to empower girls through sport and leadership opportunities in Waitaha.)
[Organisation or Group Name] is proud to announce [what’s happening], taking place on [date/time] at [location].
[Include 2–3 sentences explaining what the event, initiative or achievement is, why it matters, and who’s involved.]
QUOTE EXAMPLE: “It’s exciting to see women and girls stepping into spaces where they feel confident and supported,” says [Name, Role]. “This event is about [purpose or outcome].”
[Add a short paragraph about your group or organisation.] (e.g. Women in Sport Waitaha works to connect, inspire and advocate for equity in sport and active recreation across our region.)
ENDS
For media queries:
[Name]
[Role / Organisation]
[Phone]
[Email]
[Website / social links]
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