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Reporter Outreach Reminders & Tips
The following are general reminders and tips for reaching out to reporters to interest them in your library story:
· Do your homework. Know what interests the reporter and what you want to say. Remember, reporters are usually very busy. It is important to be prepared when you talk to them, so you can quickly convince them why your call is important. 

· Be concise when pitching your library story.

· Start with the message you think is most important and most likely to interest the reporter you are speaking to.
· Be enthusiastic about your event/story.

· Be persistent. If you do not get in touch with the reporter right away, try again.

· It is okay to email, or even text message, reporters. Sometimes that is the best way to reach them. Do not call to see if an email or text message was received.
· Do not leave a long phone message with your phone number at the end; they may not listen to the entire message. Instead, say your name and number first, then leave a brief message about the library news story you would like them to cover.
· Do not read from a prepared script when you are talking to a reporter. You should have your pitch points and additional supporting information in front of you when you talk to a reporter for reference, but you do not want to read verbatim your pitch points. Instead you want to have a conversation with the reporter based on the pitch points you prepared.

Traditional Media Outreach 
Reminders & Tips

Media Outreach Steps
· Determine the news story you want to tell 

· Prepare media message points

· Prepare media materials 

· Identify a spokesperson

· Conduct outreach to media outlets

· Follow up and monitor media coverage

Media Materials
These are some examples of media materials that you might develop for your media outreach:
· Fact Sheet: An overview of the library or library program 

· Frequently Asked Questions: Answers to frequently asked questions about your library

· Media Advisory: Preliminary information about a library story/event that is sent to reporters in advance to pique their interest

· Press Release: The story a library wants to tell, including factual information and quotes

· Press Kit: A folder that contains all of the library media materials in one place for easy reference

· Visuals: Photos, charts, videos, or other visual tools that help tell a library’s story
Library Spokesperson Key Characteristics and Responsibilities

EXAMPLES OF CHARACTERISTICS
· Well-respected in the community

· Reliable

· Comfortable speaking in public

· Knowledgeable/passionate about the library
Responsibilities:

· Serve as a reputable, reliable source of information

· Deliver the library’s advocacy messages

· Build relationships with members of the media 

· Always look for new opportunities to speak about the library’s impact and value to the community

Media Case Studies

Case Study 1

Discuss media outreach opportunities the library director could pursue to help support her advocacy efforts to get a budget approved for more library program funding. Use the questions below to guide the discussion.


Situation:

Francesca, the library director, is excited for the upcoming opening of her library’s newly expanded Computer Resource Center. With this new center in the library, more community members will be able to use the resources, classes, and computers to search for jobs in this tough economy. Other members of the community will use the new computers to conduct research about their families’ health concerns, or to find reliable doctors. Francesca has formed a partnership with the local university that has a school of nursing. The school of nursing will be sending students to the library to use the Resource Center to further their studies. The nursing students have agreed to volunteer two hours a week to help library visitors search for health information online. 


Desired Outcome:

The library has been able to set up the center with a grant, but eventually needs to secure additional funding to sustain the Resource Center. Francesca thinks that it might be useful to conduct outreach to the media to help raise awareness. 

· Who is the target audience?

· What would the news story be? 

· How could she make this story newsworthy?

· What kinds of media materials should she consider creating and using? 

· Who could be a spokesperson?
· What types of traditional media outlets (e.g. newspaper, television, radio) could she reach out to?

Case Study 2

Discuss media outreach opportunities the library director could pursue to help support his advocacy efforts to get a budget approved for more library program funding. Use the questions below to guide the discussion.


Situation:

Viktor, the library director, is excited about his library’s summer reading program. This year, Viktor is tracking participation in the program and identifying stories about how it is improving the lives of children in the community by developing reading skills for boys and girls of all ages; keeping children who might otherwise get in trouble engaged in something productive; and helping children learn new, interesting, relevant information to increase their appetite for learning. He wants to use those stories to show the value of his library to the community. He is trying to determine the best way to show the community the impact of the reading program on the community. This year, the library is partnering with local schools to increase participation in the program. 

Desired Outcome:

Viktor would like to conduct media outreach to make sure that the community and the city council are aware of the impact of the summer reading program and how it benefits the community to encourage them to support a budget that will increase funding for library programming.
· Who is the target audience?

· What would the news story be? 

· How could he make this story newsworthy?

· What kinds of media materials should he consider creating and using? 

· Who could be a spokesperson?

· What types of traditional media outlets (e.g. newspaper, television, blogs) could he reach out to?
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Interview Reminders & Tips

Before an interview

· Learn about the focus of the interview, the reporter, and the media outlet.

· Research the reporter’s previous media coverage on libraries. 

· Determine three key message points you want to make.

· Practice anticipated questions. 
· Relax and focus. 

during an interview
· Make the first words you say in the interview memorable. 

· Set an enthusiastic tone for the interview.

· Speak at a comfortable pace by pausing to breathe and gather your thoughts. 

· Keep your answers short and simple. 
· Be confident and candid.
· Localize and personalize responses. 

· Do not worry if the reporter repeats a question—reinforce your key message. 

· Use “connectors.”

· You are always “on.”
after an interview

· Reflect on the interview and how you could improve.

· Follow up with the reporter by sending additional relevant information that would be helpful to their story and providing any answers to questions you did not have during the interview.

· Monitor the news for coverage of your library story.
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Idea Capture
Please use this space to capture ideas and notes from this session.


