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WRITING GUIDELINES FOR NEWS RELEASES 

1. Assemble the facts into two or three sentences that answer – who, what, when, where, why and 

how. 

2. List the remaining facts in descending order of importance (i.e., the Inverted Pyramid journalism 

style) in narrative or, if necessary, bullet form (e.g., what agencies are responding, type and amount 

of equipment).  NOTE: The release should be only one page in length.  If there is a need for 

additional information about specific topics, then a separate fact sheet should be created.  Follow 

steps 3 - 5 for fact sheets and news releases.   

3. Spell check and edit the release and give it to the APIO for Information Products and the PIO for 

review and approval by IC/UC.  (Review by subject matter specialists, technical experts and/or 

legal counsel may be helpful prior to approval by IC/UC.) 

4. Give copies of approved release to all JIC staff members or posting on Status Boards, inclusion in 

JIC Case Book and to respond to media and community inquiries. 

5. Email, fax or disseminate to media and other internal/external stakeholders. 
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SAMPLE MEDIA ADVISORY (JIC ESTABLISHED) 

 

(Unified Command logos/names here) 
 

Media Advisory 
 
Date: (date) 
Contact: Joint Information Center 
(###) ###-#### 
 

(INCIDENT) JOINT INFORMATION CENTER ESTABLISHED 
 

(CITY, State - ) A Joint Information Center has been established at (location) to 
disseminate response information for the (incident). 
 
The media is requested to use the phone numbers listed below for incident response 
inquiries and interviews. 
 
(###) ###-#### 
(###) ###-#### 
(###) ###-#### 
 
A website with incident response information can be found at the following URL: 
www.incidentwebsite.com 
 

 

http://www.incidentwebsite.com/
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SAMPLE MEDIA ADVISORY (MEDIA BRIEFING) 

 

(Unified Command logos/names here) 
 

Media Advisory 
 
Date: (date) 
Contact: Joint Information Center 
(###) ###-#### 
 

(INCIDENT) RESPONSE MEDIA BRIEFING 
 

WHAT:  The (incident) unified command is holding a media briefing at the 
incident command post today to discuss (response topic). 

 
WHEN: (time, day) 
 
WHERE: (building name) 

(room number, exact location) 
(street address) 
(city, state) 
(telephone number) 

 
PARTICIPANTS: (name, agency), Federal On Scene Coordinator 

(name, agency), State On Scene Coordinator 
(name, agency), Responsible Party 

 
BACKGROUND: (incident summary, something happened at some place some day.) 
 

Please visit www.incidentwebsite.com for incident response information. 
 

 

 

 

http://www.incidentwebsite.com/
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SAMPLE NEWS RELEASE 

 

(Unified Command logos/names here) 
 

News Release 
 
Date: (date) 
Contact: Joint Information Center 
(###) ###-#### 
 

UNIFIED COMMAND RESPONDS TO (INCIDENT) 
 

(CITY, State - ) Write one sentence for the LEAD paragraph being as brief as possible.  
Include the most important information in this first sentence such as what happened, 
where, to who and when. 
 
The BRIDGE paragraph is next and covers more detailed information than the lead. The 
release should be written in inverted pyramid style.  Inverted pyramid means that you 
start with the most important information at the beginning of the release and the least 
important goes at the end. Why and how are mentioned here (if available) as well as 
secondary facts and identification (lead paragraphs do not contain names of 
individuals.) 
 
The BODY section covers the remaining relevant information.  Stick to the facts.  Use 
active, not passive, voice. (e.g. Rather than writing “entered into a partnership” use 
“partnered” instead.)  Use only enough words to tell your story.  Beware of jargon.  
Avoid the hype. (The exclamation point (!) is your enemy.)  Always have someone proof 
read your release and be prepared for changes. 
 

###   
(this signifies the end of the release) 

 

 


