Media Relations Reference Guide 2012
Definition: Media relations is the process of reaching out or responding to the news media on behalf of an organization (i.e., College Goal Sunday). Publicity through media relations can: 

· Build awareness (awareness of organization and event for students).

· Influence public opinion.

· Provide support for the organization’s business and marketing objectives. 

Roles within the media:

· Reporters/writers: conduct interviews and write stories.

· Newspaper editors: responsible for determining if a story has enough news to pursue. 

· TV producers: responsible for planning live or taped productions. They also determine if a story will be aired.

What to do when a reporter calls:

When you receive a call from the news media, follow these steps:

Step One: Ask questions and take notes. Be sure you understand:

· What publication or TV station the caller is from.

· What information is being requested.

· When and where will the interview be held.

· The deadline.

· The time or date of publication or TV broadcast, if available.

Step Two: Fulfill the reporter’s request:

· If it is a simple request, please fulfill within the reporter’s timeline.

· Do not answer immediately if you are not well prepared. Tell the reporter you are busy at the moment but will call them back.

Step Three: Wait for the article to be published, note details of date and source. If 
          possible, clip the article. We would like to gather all media ‘hits’ for 

          the results report. If you have a clip, please e-mail or fax it to Blair 

          Lawrence: e-mail blawrence@trozzolo.com or fax: 816-842-8188.

Tips for interviews: 

· Anticipate the questions. What are your answers to them? 

· Prepare one to three key messages, using the provided information. Make them as positive as possible.

· Answer truthfully. Be accurate.

· Answer clearly and concisely. State the important facts first. (It’s a free event, scholarships will be given out, Web site for more information.)

· If you do not know the answer to a question, say you will check on it and call back.

· At the end, encourage the reporter to call back if they need more information. Offer yourself, or Blair Lawrence (816) 842-8111 or blawrence@trozzolo.com as a resource if they have any questions.

Follow-up calls:

After you send your PSA, news release and media advisory, make a follow-up call. Here are some tips for making a successful follow-up call:

· Know when to call: The best time to follow up is in the morning. Later in the day reporters are on deadline and cannot devote as much attention to your call. 

· Twenty-second rule: Your calls will be answered by busy people, so you have about 10 to 20 seconds to get your point across.

· Practice: Before making the call, practice the two or three sentences that summarize why your story is important. Make sure your sentences answer the “so what?” question. Use key messages.

· Know what to say: Introduce yourself and say you are calling on behalf of College Goal Sunday. Ask if your information was received. If not, tell them you will re-send the information. E-mails tend to get lost easily, so don’t be surprised if they say they didn’t receive it. If they did receive it, ask if they need more information and if they are interested in setting up an interview.

· Do not call repeatedly: Call once, and if the person does not answer, leave a message. If they don’t call back, call again but don’t leave another voicemail. 

Media relations kit and timeline:

PSA (For radio)

News Release (For newspaper reporters/editors, TV directors and radio news directors) – send fact sheet if they need more information

Media Advisory (For television and newspaper)

Calendar release (Community papers, newsletters, TV and event Web sites)

Step 1:

Send out calendar release on Jan. 3. 
Step 2:

Send out PSA on Jan. 10. Follow up starting Jan. 12. Try to secure radio interviews leading up to College Goal Sunday.

Step 3:

Send out news release on Jan. 31. 
Follow up Feb. 2-7 and arrange interviews. If you have a weekly publication, distribute and follow up earlier.
Step 4:

Send out media advisory the morning of Feb. 10.

Follow up Feb. 11-12 and arrange for TV coverage.

If you are sending to more than one person, you should put yourself in the “to” section and blind carbon copy the recipients in bcc, rather than sending the documents to each individual person. Unless you know the reporter personally, then it would be beneficial to write them a short note at the beginning of the e-mail.

