PREPARING A NEWS ARTICLE

I. ACCURACY

A. Double space the article so that it can be edited

B. Name of organization at top, contact name and phone number where can be reached if there are questions.

C. Give important information first; leave less important information for the end of the story.  Sometimes the last paragraph or two will be cut if there is not enough room.

D. Put a release date at the top or type in “For immediate release”

E. Check and double check name spellings, even seemingly obvious name spellings.  Check with the person, with a relative or look in the phone book.

II. TIMELINESS

A. Turn in the story promptly after the event.  Some news media will not accept a story about something that happened several weeks prior.  All newspapers have different policies.  A timely story will be given a more prominent position in a newspaper.

B. Observe the deadlines. To be safe, don’t wait until the deadline, but turn it in a day ahead.  Some paper will require at least 2 days.

C. For best press exposure, send copies of your release to all the media at the same time.  A newspaper will not play up a story which everyone knows about from other sources

D. Don’t expect the paper to run your story twice prior to an event.  All media have differing policies. The only time a paper may run something twice is if there is some new element is reported.  Also, don’t send the newspaper a pamphlet and ask the reporter to develop several stories.

III. STYLE

A. Include “who, what, where, and when” in the first paragraph. You can explain “why” in the first or second paragraph.

B. Give the facts in simple and straightforward language.  Use short paragraphs.  Opinions should be attitubuted to a named person. Use quotation marks for direct quotes.

C. Start out with important facts and work your way down in incidental information. A meeting should not be reported in chronological order; many newspaper readers only scan stories, or just read the beginning paragraphs.

D. Use the active form of a verb, rather than the passive form.  For example, write: “The State Dept. of Parks announced….”, and not “It was announced by the State Dept. of Parks that…”

E. Leave out “puffery”, self-promoting or editorializing material; it will be cut out anyway by the editor

F. Leave out detailed accounts of fund raising events which should be published in the form of a paid ad.  Every paper has different criteria.  In most cases, even for charitable cases.

IV. LIFE PRESERVER

Make sure all potentially affected interested people understand that:

A. You are addressing a serious problem

B. You are the right agency to address the problem in question (mission, responsibility, duty, and not just because I want….)

C. The problem solving/decision making process you are using is a reasonable one (fairness)

D. You are listening (and care)

E. Although it’s going to hurt…on the whole, it’s better than the null alternative.

