Media Coverage: A How To Guide
Why get the media involved?

· Increase community awareness of your program
· Reach out to potential donors to show them how they can support you
· Attract local volunteers and make your needs known to the community
· Encourage policymakers to address your issue
What strategy should I use to get the media’s attention?

· Press Release: A press release or, news release as it is also called, is a condensed article that is written in a journalistic style. The purpose of the news release is to highlight what is interesting and newsworthy about your organization. Your release should contain actual "news" about yourself, your products or services, and your organization. Information that qualifies as news (depending on the publications to which you are submitting your release) include, but are not limited to announcements about: Awards or grants your organization has received, "Firsts" (e.g., first to offer a particular service or product in your area), or how you or your organization helped solve a community problem
· Press Conference: A press conference is a media event in which newsmakers invite journalists to hear them speak and, most often, ask questions. Typically, press conferences are only held for major announcements. Some events that might warrant a press conference are the announcement of the formation of a coalition, the launch of a new public education/information program, announcement of receipt of a major grant, release of an important survey or study, or achievement of critical goals or milestones. A press conference also may be appropriate to respond to a crisis or to inform the press of a position your organization has taken on an important issue.

· Plan an Event: Recognize when your organization is doing something visually interesting, and publicize it! Cleaning up a river, removing graffiti, helping a senior citizen find a lost cat -- all of it can be newsworthy, especially if it happens to be a slow news day. Police often generate coverage by asking reporters to ride with them in police cars, and teachers call the paper when their classes are up to something interesting and colorful, like creating a giant globe on Earth Day. In any case, creating strong visuals for the news media is critical.
What tools do I need to get media coverage?
· Media List: Create a comprehensive media list that includes all the news outlets in your area, including all neighborhood publications, and even newsletters of community groups. For each, try to include: the name of the outlet, multiple contacts at each, phone and fax numbers, the street and e-mail address, call letters, channel, format (live, taped, talk show, etc.), deadlines, relevant comments, and a detailed history of interactions with your organization. 
· Media Advisory: A media advisory is an advance notice or short preview about an event or major announcement. Create a media advisory template that you can customize and send out on your letterhead. Do this at least 1-2 weeks in advance if you have a weekly newspaper, or the Wednesday or Thursday before the event if you have a daily newspaper in your community. In the advisory, identify who will be available for interviews, including yourself. If you have any daytime availability for radio or newspaper interviews over the phone, include that as well.
· News Release: A news release, or press release, provides more in-depth information than an advisory, giving media the basics for a news story. Create a news release template that you can customize and send out on your letterhead for any event or big announcement. Check with your local media contacts to find out their deadlines for stories. For a weekly newspaper, usually send the release by the Wednesday the week before your event. For a daily newspaper, send it by 8 a.m. on the day of the event. 
· Letter to the Editor: Take advantage of other tools like the Letter to the Editor. Keep in mind that the letter should be no longer than 300 words. Make sure to include your name, address and daytime phone number with your letter. Instructions for submitting the letter to the editor can usually be found on the Opinion-Editorial page of the newspaper or on the newspaper’s Web site. Typically, you can e-mail, fax or mail your letter, but try to do it in the newspaper’s preferred method and format if they have one. This is a great way to invite your community to the event or to share more information about your programs.
· Local Newsmaker: Invite a local newsmaker to speak at an event for your program, for example, your mayor, a prominent member of your board or even a member of the local media.  Provide them with an advance copy of your localized media packet and your annual report to use for their talking points.  Their remarks can be informal, but the fact that they’re there will help draw media attention to your event.  Highlight their participation in the media advisory and news release templates in your toolkit.
How do I get media coverage?
· For simple announcements about your organization or program, send out a press release. Consider making follow-up calls to reporters. 

· After you send out the media advisory, make follow-up calls to the media to make sure they are aware of your event, to pitch the story and to set up interviews. Extend a personal invitation to them to attend the event.
· Offer a participant’s story. Establish a relationship with several participants in your program with interesting stories and ask their permission to be an interview "resource." Giving a personal story works to put a face with your organization. If that person is interviewed by the media or if you have photos taken of group participants, make sure to have them fill out a waiver form that gives you permission to use their interviews and images.
· Use the media to get more media: If a good article comes out on your event or program, send it to other reporters who might also be interested. Articles and op-eds can lead to radio interviews, and local stories can lead to national stories, if they’re seen by the right editors / producers.
· Develop friendly relationships with reporters. If a reporter writes a story you like, call them up and say thank you. They appreciate it, and will be more likely to return your phone call the next time around.
What do I need to have ready for the media?
· If you are holding a news conference, you will want to create media kits that you can hand out to any media that attend. Plan to include the following: 

--Your local News Release
--Fact sheet on your program/organization

--Frequently Asked Questions 

What else do I need to remember?

· You are always on the record. If you don’t want to see it on the front page of your newspaper, don’t say it. Don’t go “off the record.” There is no such thing. A reporter can use any casual, preliminary or informal remarks you may make.
· Be confident about your work and the story you have to tell. It’s a great one! Relax and just be yourself. 
