By Julte Harwin

Your best rumer set a school record last week and all
you got was a fleeting mention on page D6 of your local
paper. Ever wonder how you can get the media to cover your
star athletes?

Media relations is an important compenent of your job as
a high school athletic administrator and is more than just free
publicity. When there Is an announcement of an upcoming
event, the media can be a great source for disseminating that
mformation,

There are many benefits of developing an ongoing rela-
tionship with your local media. If you haven't already, con-
sider contacting journalists who cover sports as well as local
and community cvents. Provide an overview of your athletic
program and offer to be a resowrce for future stories they are
working on. Make yourself their expert.

In order to get accurate information into the media’s
hands in a quick manner, you may issue a news release.

A news release is primarily used to make an
armouncement, relate timely news, issue a
statement or take a stand, while
providing background informa-
tion about an event or issue that
affects your community. Journalisis
receive a tremendous volume of news
releases each week and many end up in the
trash. Your news release should be simple, con-
cise and factual, while catching the attention of
busy readers. Pollow these tips fo ensure your infor-
mation grabs the media’s attention:
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How te Structure Yaur News Release like a Pro

Now that your athletes are breaking records, it's time to
get them noticed! Remember to write using the inverted
pyramid format. Picture an upside-down triangle with the

narrow tip pointing down and the broad base at the

top. The broad base represents the most newsworthy
information in the news release, and the narrow tip is
considered the least newsworthy information. When you
write in inverted pyramid format, put the most newswor-
thy information at the beginning of the story and the least
newsworthy information at the end. The point is to emulate
the structure of a news story and ensure that the most
important information does not get lost or disregarded.

The news release should be issued on original school let-
terhead. You should identify it as a news release by typing
“NEWS RELEASE” in the top left-hand corner in bold, capi-
tal letters.
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Below the banner, on the left-hand side, type “For Immedi-
ate Release” with the date of the release on the line below. On
the right-hand side below the bammer, type “CONTACT,” fol-
lowed by a contact name and title, with the phone number on
the line below, as follows:

NEWS RELEASE

For Immediate Release
September 1, 2005

CONTACT: Jane Smith, Atkletic Director
555-555-1212 x123

The next essential component is the headline. It should be
centered and in bold font. Good headlines are concise, short
and snappy, no longer than 10 to 15 words and should have
a subject, verb and object.

The release should have at least one-inch margins on
bolh sides and at least 1ff inches of space above and below
the body text.

Start the body with a dateline, set flush left. This should
include the city name in all capital letters and an abbrevia-
tion of the state. The body of the news release is very basic:
who, what, where, when and why.

The lead paragraph of the news release should contain
a brief summary of whal the news release is about. In other
words, answer the questions, “who, what, when, where and maybe
why and how,” although those latter two often come in later, explanatory para-
graphs. This is where you will grab your reader and persuade him/her to read
more.

The sccond paragraph should explain in detail who cares, why the reader
should care, where more information can be found and when an event will hap-
pen or took place. Whenever possible, use quotes to liven up the story and
increase the impact of your points.

The final paragraph is a summation of the release and should include fur-
ther information on your orgenization with additional contact information, if
available.

The content of the news release, beginning with the date and city of origin,
should be typed in a clear, easy-to-read font (Times New Roman, Arial, etc.) and
double-spaced. If your news release exceeds one page, the second page should
indicate ‘Page Two’ m the upper right-hand comer.

After finishing your news release, have someone else proofread your work
to check lor spelling, grammar and other typographical errors.

When you are ready to issue your news release, be sure to distribute the
information to the right audience using the right method. For example, some
journalists prefer to receive information by e-mail, while others prefer fax.

And don'l forget to congratulate your athletes on a job well done! 1AA
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L Lotyou reader know

Give your group emails that
personal touch with FormBlaster.
Easiy merge info from spreadsheets
to send customized emails and
attachments to a list of contacts,

Perfect for Athletic Directors,
Assignors, schools or anyone with
a contact list and the need to
comrmunicate!

Personalized, quick group emails —
no rocket science required!

FormBlaster )

Visit www.mcnellysoftworks.com
for your free trisl copy:
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