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Making a Media Contact List

A media contact list includes the names of all the potential media outlets that cover the news in your location.  Divide them first into 2 categories: Campus and Community.

Campus media includes your school newspaper, radio or cable TV station, and other web or print newsletters or information sources.

Community media includes major daily newspapers, smaller weekly newspapers and other print outlets.  It also includes your local TV stations, both broadcast and cable, and radio stations.

Use one of the media contact forms to begin to gather significant information on each outlet:

Newspaper Contact Form

Campus Newspaper Contact Form

TV Station Contact Form

Radio Station Contact Form

Other Media Contact Form

Keep the Contact Forms in a notebook or folders divided by type of media for quick reference and use.

You will need to evaluate the potential importance of different media outlets.  The campus newspaper may be very important to students.  Few students may watch local TV news, but university faculty and administrators watch as do adults in the community.  Coverage by one media outlet can actually attract coverage by other outlets.  Also, rank the different outlets by their size – their number of readers, viewers and listeners.

Ultimately, your Contact forms give you the names of journalists and their telephone and fax numbers and email addresses.  Over time you may get to know them personally (or more importantly, they get to know you).  

Where do you find this information?  Look first in your daily newspaper.  You’ll find a box with circulation information and names and contact info for their editors.  You can get the call letters for local TV and radio stations too.

Then, look at each outlet’s website for names and contact information.  Valuable “Market Reports” for larger cites with lots of helpful information is available on-line from Media Week magazine for $20.

The National Communications/Media Relations Team may also be able to help you prepare your Media Contact Lists using sophisticated web based research software.  Please email Tony.Arnold@uscm.org for more information.  The more advance notice, the better.

Beware that names, numbers and email addresses change and even an outlet’s own website may have wrong information.  The Techniques document contains a phone script to use to double check your information.

When getting started, you are looking first for the decision makers at an outlet.  These are the editors who decide what stories are covered and assign reporters or photographers to the story.  You may also look for the reporters who specialize in certain areas or beats like Higher Education, Lifestyles or Religion.

At TV stations, the decision makers work out of the Assignment Desk.  Depending upon the size of the station and market, each station has multiple Assignment Editors who work Days, Nights or Evenings and Weekends.  The station may have one or more Assignment Mangers in charge of different “shifts”.  Each station has 1 and usually 2 Assignment Meetings each day where they make their assignments on which stories to cover.

At newspapers, decisions about general news stories are often made at the City Desk or Metro Desk by the City or Metro Editor or their assistants.  The “pitch” you make by email, fax or phone will help the editor decide which reporter to potentially assign the story to and how it gets covered in the paper.  The pitch and the supporting press release may influence an editor to assign the story to a general assignment reporter or lifestyle reporter where it gets front page or front section coverage versus buried on page 37. 

You are probably looking for the News Director at a Radio station.

As you continue to fill out your contact forms, you begin to add in different “beat” editors or reporters and various producers and others whom you may contact for different stories during the year.

Each Outlet’s Contact Form becomes a Contact Record where you keep track of every contact or conversation with the Outlet as well as how they cover different events.  Always write down the names of every person you talk with at an outlet, even if it’s only their first name.  They may become valuable to you over time.

© 2005 Campus Crusade for Christ


