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FAQ: Writing & Distributing a News Release


Tips to help you get media coverage for your branch
1. What resources regarding preparing news releases are available on the Association Web site?

At http://www.aauw.org/member_center/newsreleases.cfm, you will find details on how to follow Association standards in preparing a news release.

2. Can Association help me put together a list of local and national media to whom I can distribute my news release?

Yes. At http://capwiz.com/aauw/dbq/media/, you can search media by zip code, name, and media organization. You can then either copy off the contact information you find or use the Association Web site to distribute your release.

3. What should I include in my news release?
a. The basic facts, the five Ws and one H: who, what, when, where, why, and how.
b. Name, phone number and/or e-mail for someone the reader can contact for more information.

c. A catchy one-paragraph quote from someone involved in whatever it is you are promoting.

d. Names, names, names! Names are news. Include as many as are appropriate.

e. Identification for the individuals whose names you mention. Include their titles, if appropriate, and their city of residence.

4. How should my news release be formatted?

Use the following format:

Organization’s Name

Organization’s Address

News Release

For immediate release




Date
Contact: 
Name



Phone



E-mail

Center a catchy headline here

CITY, STATE – Write your news release here. 

5. How should I distribute my news release?

Media differ in how they prefer to receive their news releases. The best practice is to contact each media outlet on your list and ask if they prefer to receive news releases by e-mail, fax or snail mail. At that time, you can also ask the name and contact information for the person to whom you should direct your particular release.  If the media outlet prefers e-mail, ask if they accept news releases as attachments and what format they prefer – Word document or PDF. In general, you can follow this rule of thumb: Send news releases to print publications and radio stations via e-mail, copied into the body of your message. Send news releases to TV stations via fax.

6. To whom should I send my news release?
Send your release to all daily, weekly and campus newspapers in your area, as well as radio and TV stations and your local cable company, if it broadcasts community news. Consider sending your release to popular community Web sites and blogs that post details about the kind of events or programs you are promoting.

7. How can I pitch my story to radio and TV stations?

Radio stations will be looking for interesting sound – music, voices, background noises that illustrate the point of the story. TV stations will be looking for unusual or exciting visuals. Speakers behind a podium don’t usually qualify on either count – unless they are widely known high profile people. Think First Lady Frances Strickland, for example.
8. What about follow-up?

After you send out your release, make a follow-up call to the individual to whom you sent it. Make sure you are not calling when the reporter is on deadline. Just to be sure, ask if the reporter has a minute to talk. If she does, simply mention that you sent a release and briefly summarize the topic, highlighting what would make it interesting to the readers or viewers the media outlet serves. Offer to provide additional information, photos, etc., if needed. Ask if you can expect coverage of your event/program.
9. What should I do if media show up to cover my event?

Have a media packet ready for any media who show up at your event. This should include a hard copy of the news release you distributed. You should also include any other printed information about your event/program, as well as information about your AAUW branch. It’s a good idea to put all of this information in a folder, with your business card or contact information attached. Offer the media packet to every media representative in attendance.
Questions? For more information, contact Paula Maggio, AAUW/Ohio Communications Chair, at 330-922-4352 or at akronpm@sbcglobal.net
Visit AAUW on the Web!  http://www.aauw.org
●      http://www.aauwoh.org/
