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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Media Release Policy  Policy: 3.1.002 Pages: 3 

Standards: General Effective Date: 03/22/2023 Revised Date: 05/10/2024 

 

I. PURPOSE: 

A media release represents the official voice and position of Northville Township. It is used 

to communicate an announcement or newsworthy event. It is critical to present accurate, 

factual and timely information in an honest and professional manner to earn trust and 

credibility. Having a framework in place to deliver information ensures it represents the 

Township appropriately, while simultaneously meeting the needs of the media and the 

community in a responsible manner. It is the intent of the Township to present timely, 

accurate information related to incidents which may affect the safety and well-being of 

Township residents following the guidelines of how it impacts the community and what is 

being done about it. 

 

II. POLICY STATEMENT: 

It is the policy of the Charter Township of Northville to adhere to the parameters of the 

Northville Township Communications guidelines in all communications, including media 

releases. By adopting a uniform set of guidelines, putting forth a consistent, professional 

message to serve the community and communicate the Northville Township story will 

better serve the Board of Trustees, residents and employees of Northville Township. 

Northville Township employees must use these guidelines while requesting, writing and 

distributing media releases on behalf of the Township.  

 

III. SCOPE: 

All employees, including part time, contractual and volunteers of the Township, are 

covered by this policy.  

 

IV. DEFINITIONS: 

AP Stylebook: Sometimes called the Associated Press Stylebook, this is a reference book 

and usage guide. It spells out grammar and usage rules created by journalists with the 

intention of making information consistent for audiences.  

 

Media release: An official statement delivered to the news media to provide information, 

put forth a narrative or announce information to the public through the media filter. 

 

Press release: Another term for media release. 

 

Public Information Officer (PIO): A designated person who communicates with the media 

and the public. Often a PIO is used only during times of crisis, although not exclusively. 

  

V. PROCEDURES: 

1. All media releases require prior permission from the Township Manager before 

releasing to the media. 
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2. After receiving the Manager’s approval, a requester and/or Department Director 

must submit a ticket to Communications@twp.northville.mi.us to initiate the 

creation of the release. The ticket must include as many specific details about 

what information needs to be conveyed. In some cases, the release may be 

communicated directly to the ITaC Director or a Communications representative.  

 

a. Photos, videos or other images should be submitted at this time. Media 

need “art” to tell a story. 

 

3. After receiving the Manager’s approval, the Public Safety team may create its 

own releases. Public Safety’s Public Information Officer (PIO) will email a Word 

version of the release to Communications@twp.northville.mi.us for review and 

distribution to the media. 

 

a.  If a police emergency occurs in the middle of the night and time is of the 

essence, the PIO shall distribute the release to the media directly using the 

distribution list labeled Media in the Township’s email without review by the 

a Communications representative. Centralized media releases help 

maintain consistent, cohesive tone and uniformity in messaging. After-hours 

emergency messages should strive to use this tone as well, but the need for 

a quick response in an emergency is a reason for this rule exception.  

 

4. Certain Township achievements and activities warrant a media release. They 

include, but not limited to, emergencies, leadership changes, retirements (20+ 

years or 10+ as outlined in the Selection & Separation Policy.) and special 

announcements at the voluntary approval of the employee.  

 

5. The media release will be distributed on a media release version of letterhead. Use 

the Township Media Release Template found at T:\Community Relations\Press 

Releases. (The logo may be changed with a Public Safety patch.) Write in the 

inverted pyramid style answering who, what, when, where and why. Include 

quotations and contact information. Follow AP Style and the Township’s adopted 

stylebook in the branding guide. 

 

6. Once a release is written, it undergoes an approval process. It is first sent to the 

requester and Department Director for review. ITaC will review the requested 

changes and ensure that they follow Northville Township’s adopted AP Style 

guidelines and journalism best practices. Then it is sent to the Township Manager 

and copied to the ITaC Director.  

 

7. Each approved media release should include a cover letter to the media and 

photos or videos, if available. (Keep attachments under 10 MB.) The cover letter 

should quickly summarize the release but more importantly, sell the story. Point out 

an interesting detail or have a piece of data not in the release to entice 

editors/audiences. Before sending, this cover letter needs approval by the 

Township Manager and should be copied to the ITaC Director as well. 

 

mailto:Communications@twp.northville.mi.us
https://powerdms.com/docs/2296078
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8. Once the final version of the media release is complete, ITaC will convert to PDF 

and put a copy in the correct year file at: T:\Community Relations\Press Releases. 

 

9. To distribute the PDF release to the media directly, send using the blind copy 

(BCC) feature and select the list labeled Media in the Township’s email. The 

subject should briefly summarize the news. 

 

10. After the release is emailed out, ITaC will post the news story and images to the 

Township’s website. 

 

11. ITaC will log any media hits on an annual spreadsheet. 

 

VI. FORMS: 

Forms associated with procedures. 

T:\Community Relations\Press Releases\MEDIA RELEASE Template.docx 

A skeleton of how-to write a release by Pavilion: 

T:\Community Relations\Press Releases\General News Release Template by 

PAVILION.docx 

  

VII. RESPONSIBILITIES: 

 

A Communications representative or ITaC Director will work with various Township 

departments to generate media attention via a media release.  

 

A Communications representative, the ITaC Director and the Township Manager will 

decide on a case-by-case basis which subjects become media releases.  

 

Other departments may have input and suggestions in the words used, however, the 

ITaC representative will write and distribute the content following guidelines set forth by 

AP Style, journalism integrity, administrative directives and Township procedures. 

 

A Communications representative will distribute the list via a curated media list. 

 

VIII. ENFORCEMENT: 

Employees found violating this policy or misrepresenting their responsibilities will be 

subject to discipline according to 5.1.008Disciplinary Policy. 

  

IX. RELATED INFORMATION: 

Related policies, websites, documents that provide supplemental information to the 

policy. 

Communications Policy 3.1 

Internal Communications Process 3.1.001C 

 

X. POLICY HISTORY: 

Created 03/22/2023 

Reviewed 05/19/2023 

Reviewed 04/24/2024 

Revised 05/10/2024 

Reviewed 04/24/2025 
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