Media Contact Guidelines:

A Media Tip Sheet is the best way to get a response from legacy media.

Whether it is a proposal for a guest column, offered by some print media, or a

request for coverage from a broadcast or print media, the best thing to do is send

an electronic tip sheet.

Determine to whom the request should be addressed: name, title, email address.

Then be sure that the event or story is something that fits the usual coverage by that reporter or editor. If a guest column is being suggested, show some awareness of the types of guest columns that have been accepted and why yours seems a good fit for the publication. If a story, be sure it is the sort of story that fits that reporter’s usual assignments.

Be brief. These people are busy, and you are asking for a favor, even if you think it

is an important story.

Have all of your facts in order. Show knowledge of their deadlines and their medium’s presentation format and editorial style.

A sure way to lose credibility and an opportunity is to get a contact’s name wrong, or that of their employer.

Check your grammar, spelling, punctuation and conform to the medium’s  style, usually 

Associated Press (AP), but there may be some differences.  Know what these are.

A good way to damage Rotary’s credibility, as well as your own, is to violate the Four-Way Test:  Is it the truth?   (Verify that.)  Is it fair to all concerned? 

Will it build good will and better friendships?  Will it be beneficial to all concerned?

Doug Newsom, RPIC 21b, 2011-12  d.newsom@tcu.edu 817.732.2901 cell 817.832.1970

