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Techniques to Use When Contacting the News Media 

How to Use a Press Release or Media Alert to Promote an Event

Targeted Phone Contact is the KEY Ingredient

Preparation:

1.
Pray.

2.
Review the sample press releases and the Media Relations overviews.

3.
Use the sample to re-write your own press release or media alert. (Make sure to include your cell phone number on the release.)

4.
Use the Internet, phone book, local newspaper, etc, to get contact information (phone, fax & email) on media outlets on your campus & in your city.  For TV stations you want the assignments desk (sometimes called the news desk) or newsroom numbers, not the main station numbers.  For newspapers, you want the Metro or City Editors or newsroom numbers.  Generally they are different from news tip or hotline numbers.

3 to 10 days before the event:

1.
Pray.

2.
Call TV station and ask for the assignment desk or news desk. For a newspaper, ask for the metro or city editor.  (Tip: Use the media contact forms, one per outlet.  Keep a notebook or folder of your press contacts; write down the name of every person you talk to and any helpful information. It may come in handy on later calls.)

3.
When connected, ask: “Is this the Assignment Desk?”
If yes, say, “I want to send you a press release, how do you prefer to receive press releases? FAX or email?” Get the information for their preference, and use it.  

If you don’t already have it, ask, “What is the direct phone number to the assignment desk?”

4.
Send the press release to each media outlet using the method they prefer.

5.
Phone each assignment desk again and say, “I sent you a press release by (insert method) an hour ago and I want to make sure you received it.”  They’ll probably say, “What was it about?”  Read them the headline title.

6.
If they can’t find it, re-send it.  They may make a few comments.  You might want to emphasize that your cell phone number is on the release and that you’ll be happy to help them any way you can.  Then, ask, “What time do you have your assignment meetings on __________ day?  (They may give a morning time) How about the afternoon meeting?”  You might also ask who’s running the assignment meeting on ______day.

Day of the Event:

1.
Pray.

2.
Make sure you know the starting time for the event and what the schedule will be.

3.
Make sure you can reach any key staff or students, if you need to schedule interviews.  

4.
Be ready to give directions to the venue and where to park.

5.         Have extra copies of the press release (and any other backgrounders, profiles, etc).  At
least one for every media outlet you contacted.

6.
Get blank videotapes and have people prepared to tape different TV stations.

For a Daytime event:

1.
Call assignment desk, before the morning meeting.  Say, “Hi, my name is _____.  I’m connected with a story you’re following.  It’s the one about the (use headline title).”  

Hopefully, the person will recognize it and make some familiar comment.

Say, “I’m calling to see if you’ve made your assignments yet.”  

They will probably say they have it in their file or on their list and that they’re heading into their morning meeting.

“Great!  Can I call you back after the meeting?  Whom should I ask for?”

For an Evening event:

1.
Call assignment desk, after the morning meeting.  

Say, “Hi, my name is _____.  I’m connected with a story you’re following.  It’s the one about the (use headline title).”  

Hopefully, the person will recognize it and make some familiar comment.

Say, “I’m calling to see if you’ve made your assignments yet.”  

They will probably say they have it in their file or on their list or something about their afternoon meeting.  

Ask, “Who’s on the desk this afternoon?  You have your meeting at ___pm, don’t you?  Should I ask for anyone special when I call back?”  

“Great!  Thank you.  You’ve got my cell phone number on the press release if you need to get me at any time.”
Evening or Day:

2.
Call back at appropriate time before or after the meeting or at the time they recommended.  If it’s a new person, repeat the “Hi, my name is _____.  I’m connected with a story you’re following.  It’s the one about the (use headline title).”  Hopefully, this person too will recognize it and make some familiar comment.

3.
Ask, “Will you be able to cover the _____ event?”  

If they say, “Yes,” ask, “Who have you assigned to the story?  Do they have my cell phone number?”  You might even ask for their cell phone number.  Verify place and time when you’ll meet them.

If they say, “Maybe,” ask when would be good to call back.  Repeat the conversation when you call back.  

If they say, “No,” thank them for their time & say “Maybe you can make it out to our next event.” 

4.
Notify the event coordinator of any potential media coverage.

5.
Pray.

At the event or advance interview:

1.
Arrive early.

2.
Bring extra press releases, etc 

3.
Alert others to notify you if they see any media, cameras, etc.

4.
Position yourself to be able to see and meet the media when they come.

5.
Pray.

Remember:  The best way to do your job is to help the media do their job.

6.
Meet the media when they come.  Befriend them behind the camera.  Help them & stay with them until they leave.  Have students, staff, speakers prepped for interviews when the media requests them. 

7.         Know where electrical outlets are in the location you use for television crews or photographers.

After the event:

1.
Get hard copies of all newspaper articles.  You want to save the full page the article appears on, the front page of the newspaper and the front page of the section in which the article appears.

2.
Consider getting copies of the newspaper for donors, co-sponsors and other partners.

3.
Consider getting professionally edited copies of TV news clips.  You can get all the short news clips from different stations, plus the stations’ news logos & any “teasers” reproduced on 1 tape or DVD.  Show the clips at your next weekly meeting, fellowship dinner or support appointment.  

Usually the biggest cost is getting the master made.  ($50-$300 depending upon how many clips are being used.)  Duplicate video tapes & DVD’s are often about $10 each.  Prices vary widely.

4.
Please notify Tony.Arnold@uscm.org of the media coverage you received.

(Tony may also be able to help you get professionally recorded copies of any TV coverage.)

5.
Send a note to each media outlet or reporter, editor, producer that covers the story.  

You’re not thanking them for covering the story (Remember, you are helping them do their job and get to the news).  While referring to the story, you can say how much you enjoyed working with them and look forward to working with them in the future.  

6.
Write the reporter or photographer’s names and their information in your media contact notebook and what happened with the coverage. This contact will help set you up for future media events.  

Tips to follow when calling by phone:

1.
Smile.  (Smiles can be heard.)

2.
Stand up when you call.  (You don’t sound as cautious or intimidated when standing.)

3.
Shift your weight to one foot.  (It will lower the tone of your voice and make you sound more authoritative.)

I know it may sound absurd, but voice and direct sales coaches recommend these tips.  I’ve used them successfully for MPD calls and phone interviews with reporters and radio stations.

© 2005 Campus Crusade for Christ


