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Calendar Announcement Template
Send this announcement to your local newspaper, TV station, online publication, or municipal office to be included in their local calendar. Typically, you will need to send announcements at least 2-3 weeks before your event. Include a list of invited special guests to increase media interest. If you don’t have a commitment from all special guests, but you have a pretty good indication they will attend, you can say “Mayor Jon Smith (invited)” on your materials.
[ORGANIZATION LOGO]
CONTACT:
[Name]
[Title]
[Organization]
[Phone]
[Email]
[NAME & DATE OF EVENT]
Did you know that falling is NOT a normal part of aging? 
[ORGANIZATION] is committed to empowering all older adults in [COMMUNITY] to age well and stay falls free. We are partnering with the National Council on Aging (NCOA) to mark Falls Prevention Awareness Week on September 23-27, 2024.  
This is a perfect opportunity for older adults and caregivers in our hometown to learn how to prevent falls and take simple steps to reduce their risk.
Join us on [DATE] at [TIME] for [EVENT] to learn how you or an older relative, friend, or neighbor can stay falls free. 
The event will feature an online falls risk assessment tool available at no cost to individuals across the country. Visitors to www.ncoa.org/FallsFreeCheckUp can complete a short survey that screens for the most common falls risk factors. 
For more information about [EVENT], call [PHONE] or visit [WEBSITE].
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