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Teaching Aid – Community and Public Relations #6
How do I get the media to publish my story?

Cultivate friendly relationships with media editors and reporters.  Keep yourself on their radar.

· Introduce yourself and your library to editors and reporters.

· Invite them to events.

· Send thank you notes for positive coverage. Send holiday greetings.

· Regularly send them stuff.

· Have a library fact sheet ready.
Follow their guidelines for press releases. 

· Ask for their media packet, which contains their publishing guidelines, contacts, and deadlines.

· Submit items ten days ahead of the deadline to insure time for editing.

· Don’t ask why they didn’t publish your piece.

· Double check your facts.

· Send your release to the appropriate editor.  Check the media packet or call the paper to find out to whom you should send your story/announcement.
Tips for Press Releases

Inverted Pyramid:

1. Most important information first: who, what, when, where, why, contact phone number.  First ten words will hook or loose your readers.

2. Important details of the event.

3. Misc. Information. Editors cut from the bottom.  Copy at the end is the least likely to make it into publication.

Tips for writing:
· Write simply. “Use” instead of “utilize.”

· Avoid jargon, abbreviations, and acronyms.

· Use the active voice: “The librarian read to the children” is active. “The children were read to by the librarian” is passive. Active voice is livelier, more interesting. Visit http://www.albany.edu/~cg219/averbs.html for a list of active verbs.

· Proofread!  Choose a proofreader with a good eye for spelling and grammar. Double check facts, days, and dates.

· Read your piece aloud.
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