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FOR IMMEDIATE RELEASE 

 

CONTACT: Name & Title  

        Email 

        Phone 

 

[INSERT HEADLINE]   Agency Wins Grant from Local Community Foundation 

 

(CITY, DATE) [INSERT AGENCY NAME] is excited to announce that their Senior Services Program 
was chosen to receive the [INSERT NAME OF GRANT] from the [INSERT FUNDER]. 

 

[INSERT FUNDER] selected [INSERT AGENCY NAME OR PROGRAM] to receive the [INSERT NAME 
OF GRANT] because of the work the program does to serve [INSERT POPULATION]. 

 

The [INSERT AGENCY NAME OR PROGRAM] plans to use these funds to [DESCRIBE HOW AGENCY 
OR PROGRAM PLANS TO USE FUNDS].  

 

[INSERT QUOTE FROM CEO, EXECUTIVE DIRECTOR, OR PROGRAM DIRECTOR] 

 

“We are excited to receive this grant,” said [NAME, TITLE]. “We thank the [INSERT FUNDER] for se-
lecting our agency as a recipient.”  

 

ABOUT [INSERT AGENCY NAME]  

Place here a description of your company that goes at the end of your release. It offers a quick un-
derstanding of what your agency is and what it does. It can include the agency history and services.  

 

### 

INSERT  

AGENCY 

LOGO 





 

 

SAMPLE SOCIAL MEDIA POSTS 



 

 

 

PR/Social Media FAQs and Resources  
 

Press release 
When should I send out a press release?  
The best times to distribute press releases is between 9 a.m. and 2 p.m. Tuesday, Wednesday, 
Thursday. Newsrooms generally have meetings twice a day, at 10 a.m. and at 3 p.m. Getting your 
release out ahead of those meetings helps put your organization or event in front of decision mak-
ers.  
 
Who should I send it to?  
Create a list of media outlets in your area. At newspapers and digital outlets, obtain the contact in-
formation for metro or city editors and reporters who cover business or social issues. At television 
stations, you’ll want the contact information for reporters, producers, and assignment editors.  
 

Social Media 
Which social media outlets should my agency have? 
At least one. Facebook is the most popular social media platform, with more than 2 billion monthly 
active users worldwide (247 million in the United States). Twitter and LinkedIn are second and third, 
respectively.  
 
The key is to utilize the platform that you’re most comfortable using and that is most effective for 
your organization’s needs. 
 
What should I post on social media? 
News about your agency such as promotions, new hires, or grant awards. Also: 
• Articles about your agency, agency programs, or information related to your agency 
• Photos or videos from events at your agency (ribbon cutting, presentation, etc.) 
• Holiday observances  
• Case studies 
• An FAQ about your agency (who you are, what you do, etc.)  
• Weekly themes (#MotivationalMonday, #TuesdayTip, #Throwback Thursday) 
• Inspirational quotes 
• Content from your agency’s website, such as a blogpost 
• Repost information from the Community Action Partnership 
 
 
How often should I post on social media?  
Maintaining high visibility and audience engagement on social media requires consistent posting. 
Here are recommendations:  
 
Facebook: Once a day, no more than two  
Twitter: Five to 10 times a day 
LinkedIn: 20 times a month 
 



 

 

I don’t have a lot of time to devote to social media. How can I manage these platforms?  
First, create a social media calendar. Plan out your posts either daily, weekly, or monthly. Facebook 
has a publishing tool that allows you to upload posts and then schedule when you’d like to publish. 
You can use third-party tools like Buffer, Hootsuite, or TweetDeck to upload and schedule posts to 
multiple platforms at one time. This process will save you time and help maintain visibility.  
 

Additional Resources 
 
Press release templates 
Inbound Press Release Templates (hubspot.com) 
 
Social media calendar template 
11 Social Media Calendars, Tools, & Templates to Plan Your Content (hubspot.com) 

PR and Social Media FAQs and Resources  

https://offers.hubspot.com/inbound-press-release-templates?_conv_v=vi%3A1*sc%3A1*cs%3A1607036520*fs%3A1607036520*pv%3A5*exp%3A%7b%7d&_conv_s=si%3A1*sh%3A1607036519738-0.037116278605709985*pv%3A5&hubs_signup-url=www.hubspot.com/resources/public-relations&hubs_
https://blog.hubspot.com/marketing/social-media-calendar-tools


 

 

The Need: 

Whether our neighbors are experiencing a temporary setback, or have been priced out of af-

fordable housing, too many struggle to achieve a good quality of life.  Despite America’s eco-

nomic recovery, nearly 40 million are still living in poverty, and even more are just one 

paycheck away from hardship. We believe everyone should be able to take care of their fami-

lies, and have an equal opportunity at success. 

 

How [INSERT AGENCY NAME] Addresses the Need: 

[AGENCY] is a member of the nation’s Community Action network, a robust, national, state, and 

local force, reaching children, seniors, and families in 99% of America’s counties with life-

changing services that create pathways to opportunity and prosperity. 

 
[INSERT AGENCY NAME]: 

 
TOPIC ONE – Describe how your agency carries out topic one. 

 

TOPIC TWO – Describe how your agency carries out topic two. 

 

TOPIC THREE – Describe how your agency carries out topic three. 

 

The Vision: 

[INSERT YOUR AGENCY’S VISION STATEMENT HERE]. 

Last year, [INSERT AGENCY NAME]: 

[insert stat or accomplishment]; 

[insert stat or accomplishment]; and, 

[insert stat or accomplishment]. 

 

[INSERT AGENCY NAMW] served ### individuals and ### families from [INSERT FY DATE 

RANGE]. 

 

The need for Community Action has never been greater.  Neither has our resolve.  We are chal-

lenged to create solutions that don’t just help people stay afloat, but build lives of stability, dig-

nity, and, whenever possible, prosperity.  And, we will rise to that challenge. 

 

INSERT 

AGENCY 

LOGO 
{INSERT AGENCY NAME} 



 

 




