[image: ]
Press Release Guide: 
How to Complete Open World’s Press Release Template

1. Please fill out all of the blue highlights with information pertaining to your hosting organization.

2. For paragraph two, please refer to delegates’ orientation schedule in Washington, D.C. to include meetings with Members of Congress and/or their staff that your hosting organization confirmed. 

3. In paragraph three, please refer to the delegates’ local schedule in your home state to include highlights from their schedule, especially visits to the district offices of Members of Congress. 

a. NOTE: Civic delegations will have to tailor/personalize this paragraph.

4. List a point of contact from your organization that handles communications and or media inquiries.  

5. Prior to sending out your release, please send a final draft to Maura Shelden, mshelden@openworld.gov, for final approval and archiving.

a. Please send your draft two weeks before the arrival of your delegation. 

Distribution 

6. Please send out your press release one day before the arrival of your delegation to local media/ press, share on your organization’s website, and social media.

Via Email and Phone 

7. Reach out to reporters that your organization has pre-established relationships with directly. Look for reporters who cover topics such as international affairs, volunteerism, and Congress.

a. If you know a reporter who has written an article on your delegation in the past, please contact the reporter concerning your upcoming delegation.

8. Build a press list: collect the email addresses of local reporters from TV, radio, local magazines/gazettes, newspapers, and university or community college media outlets.

a. When sending out the press release via email you can BCC all of the reporters at the same time. 

b. Follow up with phone calls with selected reporters.

By Paid Distribution Service

9. If you would like to distribute your press release by a paid subscription service, options to consider include: 
 
a. Cision/PR Newswire: http://www.prnewswire.com/ 

b. Newswire: https://www.newswire.com/ 

Additional Recommendations for Publicity 

10. Post your press release on your organization’s website.  

11. Share and write a social media post on the following outlets:
a. Facebook

b. Twitter

A template and sample press release from a local host organization is included below.
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Media Point of Contact
Host Organization
Title
Tel. ###-###-####
email@address
	

Maura Shelden
Open World Leadership Center
Tel. 202-707-8943
mshelden@openworld.gov



[Month] [Day], 2019 
FOR IMMEDIATE RELEASE


[NATIONALITY] LEADERS EXAMINE [THEME] IN 
[CITY, STATE OF HOST COMMUNITY]


[CITY, STATE] — The Open World Leadership Center, an agency of the U.S. Congress, will send a delegation of [NATIONALITY] [NAME PROFESSIONAL INDUSTRY] to [CITY, STATE] from [MONTH] [DAY-DAY], 2019. The delegation consists of [#NUMBER OF DELEGATES] professionals and will be accompanied by a bicultural facilitator and an interpreter. While in [CITY], the Open World program participants will be hosted by [HOSTING ORGANIZATION].

Prior to their arrival in [CITY] the participants completed an orientation in Washington, D.C. Delegates had policy meetings with Members of Congress including staff from/or [MEMBER OF CONGRESS] (STATE-DISTRICT #).

In [CITY], delegates will collaborate on best practices for [INCLUDE PROGRAM THEME]. Delegates will meet staff of [MEMBER OF CONGRESS] (STATE-DISTRICT #) and local leaders in [CITY] Metro Area. Additional activities include [ACTIVITY 1], [ACTIVITY 2], and [ACTIVITY 3]. The delegation will stay in the homes of local residents who serve as hospitality hosts.

[bookmark: _GoBack]More than 28,000 current and future leaders from post-Soviet era countries have participated in the Open World program. Open World offers one of the most effective U.S. exchange programs to promote mutually beneficial options for depolarized engagement between future national leaders.

[INCLUDE HOST ORGANIZATION BOILER PLATE LANGUAGE]


Open World’s 20th Year
Founded in 1999 by Congress, the Open World Leadership Center maintains a vast network of more than 28,000 alumni in strategic countries including Russia, Ukraine, and others in the Balkans, Caucuses, Central Asia and Eastern Europe. Open World supports legislative diplomacy efforts for Members of Congress by conducting exchanges that establish lasting professional relationships between emerging leaders and their U.S. counterparts. Program participants are provided with extensive exposure to American politics, accountable governance, and citizen diplomacy, while being home hosted by American families. To learn more about Open World, please visit www.openworld.gov/ 
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