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Fact Sheet Template

[Title of program, issue or event]

Fact Sheet

The purpose of a fact sheet is to provide readers with a one to two page overview of a program, issue, event or other topic of importance to your organization. A fact sheet can accompany a news release (for media) or it can be used alone or with other materials about your organization. Use this template as a guide for developing your own fact sheets. If any of these sections do not fit your topic, just delete them and add your own sections as needed.  

Overview

A one paragraph overview of the topic, whether it is a special event, a program, a community health issue or a program.  Include the most important or compelling description—this section hooks the reader.

Program Components or Event Information

A brief description of the elements of the program, details about an issue, or event information.  Use this section to provide more information about the topic or to include event venue, day and time.

Who is Served, Who Benefits, or Who is Affected

This section describes the target audience(s) of the topic.  If your program targets youth, discuss that here.  If it is an issue or service that benefits everyone in the community, indicate so here. 

How to Use

Use this section to tell people how to use the program or resource.  

For More Information

Tell readers how to learn more or who to contact for further information, registration, or other important contact information

About [organization]

This space is your opportunity to tell readers about your agency.  Use the “always working for a safer and healthier” wording for consistency.  This “standard” language you develop can be used on news releases as well.

[organization] is always working for a safer and healthier [community or Washington] through [insert mission or brief description of organization].

About the public health network in Washington

This is the public health standard language and should appear on your fact sheets and news releases in order to educate your audiences about the public health network and how your organization fits in it.

Public health agencies in Washington provide critical programs and services for all people in the state—from drinking water protection to disease prevention. The public health network coordinates at the local, statewide and national level to keep our communities healthy and safe. The work of public health includes:

· Essential programs for improving health:  Programs such as immunizations, communicable disease prevention, and chronic disease and injury prevention 

help individuals and communities stay healthy.

· Information that works:  Resources such as educational and training programs, community health reports and statewide health and safety information provide individuals and communities information they can use to make good decisions.

· Protecting you and your family every day:  Services such as drinking water and air quality monitoring, septic system inspections, restaurant inspections, disease prevention and planned community crisis response ensure individual and community health and safety.
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