How to Contact the Media

Newspapers: 

· Monitor your local papers to see which reporters cover financial and business issues. 

· Establish contact with reporters covering credit union issues by directing your press releases to him/her and following up with a telephone call. 

· When initiating contact with a reporter, always ask if he/she is on deadline and, if so, offer to call at a more convenient time, unless your news may be considered breaking news. 

· A general rule to follow when contacting print reporters: Contact morning newspaper people in the early afternoon, afternoon newspaper people in the late afternoon. 

· If you are suggesting an upcoming story idea, send your press release so it arrives five days in advance. In a newsroom, releases fall low on the priority list and it may take a few days before anyone looks at it. 

· Contact individual reporters or editors a week or so in advance if you're requesting an interview. 

· Credit union items are not usually considered hard news items; shoot for a Monday publication of a general interest article. Weekends tend to be slower and reporters tend to scramble on Fridays to fill Monday's papers. 

· Look for special sections in your local papers that focus on an issue relevant to the whole community. An example might be a section that focuses on business development, economic growth or industry trends. These sections can appear weekly or monthly. 

Radio:

· Radio comes in two varieties: music/entertainment and news/talk. 

· Music/entertainment stations carry little news except general consumer news. 

· News/talk stations are an excellent vehicle for getting credit union news to large audiences. 

· Important news should be sent to the news director. 

· News of upcoming events should be mailed, faxed or called in a few days ahead of the event. 

· Keep news releases to one page. Stations will usually read only the first one or two paragraphs, so make sure they include the message you want to get across. 

Television:

· TV news directors or assignment editors usually make assignments for the day in the morning. 

· Inform news directors of your event a day or two in advance, but confirmation may not come until the day of the event, as reporter assignments are made. 

· Mid-morning or mid-afternoon are the best time to get TV coverage; evening news is usually given to breaking news, government events, sports, or special events of community-wide significance. 

· If you receive confirmation to appear on television, take a few minutes to brief the reporter about your organization, what credit unions are, who your spokesperson is and what story you have to tell. 

· Make sure the reporter knows how to pronounce your spokesperson's name, has the correct title, and has the name of the credit union. 

· You can ask what questions will be asked. Reporters will provide a general idea, but probably will not give you a list of questions. This may help you prepare answers to possible questions. 

· If you spokesperson flubs up, you can ask the reporter to repeat the question for a second try. 

· Follow up after the interview if more facts are needed. 

· Get copies of the broadcast to share at board meetings and chapter meetings and with staff. 

Talk Shows:

· Talk shows are scheduled weeks in advance. If you have a suggestion for a guest, write a letter to the host or producer four to six weeks before the date you have in mind. 

· At small stations the host may schedule guests; at larger stations the producer schedules guests. If a show has a producer, contact the producer, not the host. 

· Your introduction letter should include name and identity of proposed guest, information about availability and schedule, and suggested topics for discussion. 

· Contact the producer several weeks before suggested appearance. If you receive a confirmation, do everything possible to stick to the engagement. If you must cancel, cancel early. 

· Your president, the manager of a well-known credit union, or a special speaker from out of town make good guests.
