When drafting your announcement, please remember to keep it brief and direct. Releases are sent to media via email, as text in the body of the email, with a photo attachment and caption as appropriate. Please include names of any people in the photo as well as what the photo demonstrates, and have photo releases on file.
Media Release
Month, Day, Year
Contact: Name Here, 207.XXX.XXXX, name@maine.edu 
Title Here

TOWN, Maine – Start with the event name, date, time span, and location. Sponsoring organization(s) can be listed here as well. This first paragraph should be no more than 2-3 sentences and list essential information.
The second paragraph can be used to say more about what and who the event is for, including any restrictions or thresholds that must be met; some activities or topics to be covered; and what participants might receive (certificate, product to take home, etc). Instructors and/or presenters can be listed here.
The third paragraph can list the cost, what’s included with the cost, and if there is any limited financial assistance available. How to register, and what the registration deadline is, goes here too. An online registration link is highly recommended. The following statement is required when inviting the public to any event: For more information or to request a reasonable accommodation, contact XXX.XXX.XXXX; name.name@maine.edu.
(This section needs to be included at the end of every announcement – updated 2016)
University of Maine Cooperative Extension: 
As a trusted resource for over 100 years, University of Maine Cooperative Extension has supported UMaine's land and sea grant public education role by conducting community-driven, research-based programs in every Maine county. UMaine Extension helps support, sustain and grow the food-based economy. It is the only entity in our state that touches every aspect of the Maine Food System, where policy, research, production, processing, commerce, nutrition, and food security and safety are integral and interrelated. UMaine Extension also conducts the most successful out-of-school youth educational program in Maine through 4-H.
