PRESS RELEASE TEMPLATE 3 OF 6
Event Announcement
How to use: replace every highlighted element in brackets with precise information. Delete any section that does not apply rather than leaving generic filler text.
FOR IMMEDIATE RELEASE
[Organisation] to host [event] on [date]
[Optional subheading explaining the event’s theme, purpose or principal attraction.]
EVENT ANNOUNCEMENT
[City], [Date] — [Organisation] will host [event name] at [venue] on [event date and time].
The event will bring together [participants, professionals, speakers or communities] to [explain the event’s purpose, objective or expected outcome].
EVENT DETAILS
	Event
	[Event name]

	Date and time
	[Date and time]

	Venue
	[Venue and full address]

	Audience
	[Participants or target audience]


PURPOSE OF THE EVENT
[Explain why the event is being organised, the issue it addresses and what participants can expect to learn, discover or achieve.]
The event is intended for [target audience] and will focus on [principal topic, challenge or opportunity].
PROGRAMME HIGHLIGHTS
	Opening session
	[Opening speech, presentation or introduction]

	Speakers
	[Names, roles or organisations represented]

	Sessions
	[Conferences, workshops or panel discussions]

	Activities
	[Demonstrations, networking or performances]


REGISTRATION
Registration is available at: [registration link]
[Add the registration deadline, ticket price, capacity limit or participation requirements when relevant.]
ORGANISER’S COMMENT
“[Add a quotation explaining why the event matters, what participants can expect and what the organisation hopes to achieve.]”
[Name]
[Job title], [Organisation]
ABOUT [ORGANISATION]
[Organisation] is [concise factual description of its activities, mission, expertise and audiences].
[Add one or two verifiable facts, such as its founding date, location, membership, geographical presence or principal projects.]
INFORMATION FOR JOURNALISTS
	Press accreditation
	[Accreditation link or procedure]

	Interview requests
	[Contact or procedure]

	Press photographs
	[Link]

	Full programme
	[Link]


PRESS CONTACT
	Contact
	[Contact name], [Job title or department]

	Email
	[Email address]

	Telephone
	[Telephone number]

	Website
	[Website URL]


###
Ready to send it to journalists? Delete this box, then distribute your press release with 24presse: www.24presse.com/send-press-release-2. Need help with the writing? Get writing support.
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