PRESS RELEASE EXPLANATION/INSTRUCTIONS

The press release forms are purposely brief to ensure a greater potential of being used. Reporters/announcers may only have a short space for an article or radio spot.  In case there is additional interest or additional space for the article, the page on Quick Facts and FYI Items will help them expand the story.  (For the FYI Items, you may want to be more specific for your particular state.)

The newspaper press release is formatted so you can list the physicians who took the course.  While major city newspapers may not print these names, local suburban papers may be more receptive.  You may want to take that into consideration when you send out the press release.

The radio message spots are set up for different lengths, taking into account the amount of time that may be allocated for this announcement.  

In order to send out either of these press releases, you will need to:

· Contact your newspaper or radio station to see who is responsible for stories about health issues.  For most newspapers, it may be the assignments editor in the newsroom. For smaller newspapers in rural areas, the editor may have the task of handling news assignments.  For radio stations, it might be the news manager.

· Once you identify the contact person, get his/her mailing address, e-mail address, direct phone number and fax number.  Send them a copy of your press release.

· After you send your press release, call and “pitch” your story.  Telephone calls are the most effective way to communicate with reporters.  If you rely only on your paper request, they may never see it as they are constantly in paper overload.

· Be prepared to give the assignments editor or news manager the “who, what, where, when and why” of your story and what makes your story newsworthy.

· If you are unable to talk to the assignments editor, leave a detailed message.  If they don’t return your call, call them back.

For all written correspondence:

· Use your organization’s letterhead. 

· Complete the press release by filling in the appropriate blanks with your city, state and your organization’s name.  

· Include the terms “Press Release” and “For Immediate Release” on the page.  Also include “Contact” with the name and telephone number of the spokesperson for your organization. (See the newspaper release form)

· Send the appropriate press release (newspaper or radio) along with the facts sheet.

· Follow-up three days after sending out your press release to ensure it reached the media and they are aware of it.

· Allow up to two weeks for your article to be published/announced.  

