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Media Advice & Press Release Template

for UGD Participating Cities and Towns
The Press Release Template is a marketing tool designed to help local governments attract media and public attention to their Urban Green Days activities. The template contains texts in black that has been composed and texts in red that should be replaced or adjusted with your specific information.  
UGD participants may adapt the text to fit other purposes in their specific contexts.  In addition, we encourage you to use the headed paper for other documents such as letters of invitation, event programmes and hand-outs associated with your UGD activities. 
We will be happy to receive any of the final documents associated with your event. These documents will be presented in the “Share Materials” section of the Urban Green Days website, promoting your activity and at the same time inspiring others. Please submit materials to urbangreendays@iclei-europe.org.

When writing your press release, we suggest you refer to the following guidelines.

Five Golden Rules to Writing a Press Release:

1. The press release should not be more than one page and should include answers to all basic questions in the first paragraph.

2. Before writing, know the answer to the following questions: 
· Why should readers read it– what is new and interesting? 
· What is the relation of the press release’s subject to current important topics?
· What is the topic about (When? Who? What? Where?) 
· What will be improved through the topic – what issues needed to be improved before/what achievements will be reached after? 
· What facts can you quote to support your position?
3. The last paragraph should propose a call to action such as a request for photo material, attendance at a press conference, or an invitation for journalists to attend the activity such as a tree planting.

4. Provide the direct contact details of the competent person at the end of the page.
5. And last but certainly not least - have an independent reader, who knows as little as possible of topic, review the document for clarity and comprehension.
Let you community know of your achievements and attain support for your programmes by spreading the word on your UGD activities.  Good luck!

For immediate Release
[Insert Release Date]
Urban Green Days 2005 – 
European cities and towns act for environment and climate protection

[Name of your city or town] will join cities and towns across Europe in celebrating the annual European Commission initiative Urban, Green Days (UGD) in the days around the Brussels European Green Week (31 May to 3 June) and the UN World Environment Day (5 June). The initiative brings together local awareness-raising on urban environmental quality and protection at the European level. [Insert a few sentences describing your local activity. Include date, time, place, target audience and aims of the actitivity(ies).]
[In one paragraph outline your UGD activity(ies) in more detail.  You may include the name of special guests, how citizens (or target groups) may join, why citizens should be interested, the history of the activity (has it taken place before? Are there any specific reasons that led to its initiation?), your past involvement in World Environment Day, highlights of your city’s environmental work, challenges and achievements, any additional actions and future events.] 
In 2004, over 250 UGD events took place, including both traditional World Environment Day events and newly initiated actions. It is foreseen that UGD 2005 will be celebrated in even more locations all over Europe. Through UGD, the European Commission acknowledges that without local efforts, Europe’s environment cannot be preserved for future generations. Local governments are key actors in environment and resource protection as they are the government level closest to citizens. Municipalities do not only impede or promote a healthy urban environment themselves, but are role models and providers of information and incentives.


UGD not only has an impact now, but supplies guidance to local governments in effectively involving its public in environmental issues for years to come. We are very excited to be a part of the Europe-wide initiative that will showcase our actitivity(ies) on www.urbangreendays.org. [(include only if applicable) In addition, visual material on our local UGD is available online.] 
Urban Green Days is a European Commission, Directorate General Environment initiative. ICLEI - Local Governments for Sustainability coordinates the Initiative and supports all interested local governments, the media and other actors with a range of services. For more information:

[Insert your contact details here:

Local government name
Department 
Name of Contact Person
Address
Postal code, City and country
Phone: fax: 
E-mail: 
Web address ]
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