Conducting Media Relations/Outreach: A Step-by-Step Approach

The following are suggested steps you can take in your local market to facilitate media outreach efforts surrounding World COPD Day 2008. 

1) Identify key local media outlets and reporters.  These can be print (e.g., newspaper or magazine), trade, broadcast (radio or TV) and Internet columnists/sites

2) Develop a media list of these key reporters and outlets.  Include their name, outlet name, email and mailing address, as well as telephone number

3) Identify a spokesperson to conduct interviews with the media

4) Distribute the materials via email or regular mail. Materials can include:

a. Pitch letter

b. Press release 

c. Backgrounders 

a. Other educational materials (as appropriate) 

5) Investigate availability of a local press release distribution network (such as PR Newswire) for the World COPD Day 2008 press release distribution in your market (see the link at http://www.prnewswire.com/services/goto/services.shtml?utm_source=google&utm_medium=cpc&utm_term=PR+Newswire&utm_campaign=Branding&gclid=COPa2N3apJYCFQJNagodlUpe5g). 

2) Before contacting the media, make sure you have all the information you need, including biographical information about your spokesperson as well as his or her availability for interviews 

3) Call each reporter to ensure they received the materials, and ask if they plan to cover World COPD Day 2008 activities, if they would like to interview an expert on COPD, etc. Offer additional materials, e.g., the COPD Quiz, depending on the reporter’s interest 

4) When making your calls, stress the importance of educating the community about COPD and your dedication to options for interviews, i.e., by phone, on-site at the media outlet 

6) Provide reporters with a comprehensive overview of your story idea.  The more information you can offer, the more likely a reporter will find a suitable story angle 

7) Prepare your spokesperson for an interview (See Media Relations Guide, below), and follow the specific recommendations outlined there for media follow up  

8) Send a coverage report/update to [insert name, title at GOLD/ICC]
Sample Media Pitch Letter/Email

**Note, each market should tailor this letter to their specific needs/activities, etc.

[Insert Date]

Dear [Insert Name]:

World COPD Day 2008 (Wednesday, November 19th) features new initiatives and events to facilitate enhanced diagnosis of and treatment for chronic obstructive pulmonary disease (COPD), the fourth leading cause of death worldwide.  This year activities are focused specifically on correcting the profound misunderstandings and lack of awareness surrounding the disease. These misconceptions -- revealed in a global survey, the International COPD Coalition (ICC) Report -- include poor public awareness that smoking is the main cause of COPD, a failure to diagnosis COPD in its early stages, when medication can be used to prevent further lung deterioration, and a mistaken belief that initial COPD symptoms, like coughing and shortness of breath, are a normal consequence of aging.

Attached is a press release on World COPD Day 2008, as well as COPD background materials and a list of locally scheduled activities and events [Note, local markets need to supply this].  In addition, we would be happy to arrange an interview with [insert name and title], who can tell you more about the devastating effects of COPD and new prevention and treatment advances.  

I will call you shortly to discuss your interest in this story and in arranging an interview.  In the meantime, feel free to call me at [insert number] or email me at [insert email address].
Thank you and best regards,

[Insert name and title]
Media Relations Guide to the Interview Process

The following is designed to provide you – and your spokesperson, with an overview of the interview process as well as spokesperson tips and recommendations.  

Evaluate the opportunity

· If a reporter is preparing a World COPD Day 2008 story, find out what information the reporter is looking for and how it will be used.  Supply additional background materials and resources that may strengthen the story (e.g., COPD Quiz, Spirometer backgrounder, etc.)  

· Before the interview, familiarize yourself with the reporter’s style and approach by studying his or her television/radio broadcasts or by reading previous articles.  This will help you prepare your spokesperson for the types of questions that may be asked.

· Be clear what you want to say in the interview, outline all of your key messages so that your spokesperson knows exactly what to communicate

Determine logistics

· Find out the reporter’s deadline and determine whether it’s doable timeframe in which to prepare.  In addition, determine the format for the interview (i.e., by phone, taped in studio, live, etc.)

· Try to arrive at least 15 minutes before the interview.  If a reporter is going to contact you, make sure you are close to a phone and have enough time set aside to make the call. 

Follow-up

· Send a handwritten note or email the interviewer within a day or two, thanking him or her for their time and offering additional information.  Use the opportunity to double-check the correct spelling, titles and credentials of your spokesmen

· Find out when your story will run and arrange to record it or watch it live

Spokesperson Preparation for Interviews

The following are points for the spokesperson to keep in mind during the interview:

Control the Interview

· Set an agenda for the interview; it should consist of three or four key message points that can be stated in one or to sentences.  Refer to these points throughout the interview

· Answer questions posed by the reporter and continue on to items on your agenda.  Don’t wait for the interviewer to ring up your topic because it may not happen.

· Tailor your answers to the type of interview by knowing what will be expected of you and how the interview will be used. Will it be live or taped? Will you be the focus or are you to be included in a larger story?

· Be yourself.  Relax and be conversational; an interview is not a speech

· If you don’t have the answer to the question, offer to check with the appropriate source and advise the interviewer as soon as possible

· Structure answers with a headline, basic fact and elaboration so if you are interrupted the most important information is not lost

· In addressing a loaded question, first defuse the complex emotional nature of the situation by rephrasing or clarifying the question

· When answering a negative question, neutralize the negative first, then bridge to one or two pertinent points that will present a more positive view 

· Watch the interviewer closely for verbal or visual clues.  Head nodding and a smile will ideally mean of go on and elaborate.  Finger drumming or constant shifting of weight could indicate boredom  

· Keep in mind the length of time originally planned for the interview. If the interviewer doesn’t introduce your topic within a reasonable length of time take control of the interview by referring back to the key message points

Be persuasive

· Rely on personal experience to support opinions, and employ facts to reinforce key points

Be lively

· Enthusiasm breeds more enthusiasm.  If the spokesperson is lively, it will make the interview more enjoyable, and smoother, for both you and the reporter

Avoid buzzwords or techno speak

· The audience may know very little about your field, so make sure your spokesperson avoids overly scientific, technical terms. 

Don’t guess

· Coach your spokesperson against guessing if he or she is unsure of an answer.  Instead, promise to get back to the report with an answer as soon as possible.

Stay cool

· If a reporter asks several questions at once, tell your spokesperson to answer them one at a time.  Remember to respond thoughtfully to each question, covering all of your important points

· Think before speaking – nothing is off the record when a reporter’s on deadline

· Caution your spokesperson against saying anything that he or she wouldn’t want to see, read or hear the next day.  Assume that anything discussed will be used in the story

Credibility is Everything

· Play it straight; be truthful.   Minor misrepresentation can become a major problem and damage your credibility

· Always use simple sentences and sum up a complicated answer in a couple of short sentences

· Don’t use jargon or technical language the audience is unlikely to understand

· To give yourself a moment of reflection without allowing an awkward pause, repeat or rephrase the question 

Spokesperson Tips for TV and Radio

· Some radio and television hosts' shows accept calls from listener.  The interviewer will talk with you for a while, giving you the opportunity to introduce your topic, and then they’ll answer phones, Hosts assist in sorting out calls and they’re usually very adept.  However, if someone calls and with a question out of your subject area, the host should step in.  If he/she doesn’t, then you should point out this to the caller. 

· The cameraperson will follow you to get shots of the shots he/she needs

· Be yourself.  Give your personality a chance to come across.  Speak in your normal tone of voice normal conversational tone.  Concentrate on speaking clearly and concisely.  Remain seated at the end of the interview until the interviewer or producer tells you you’re off the air

· Wear conservative colors and clothing.  A white shirt, navy two-piece suit and a red tie are good choices.  Women should wear strong, solid colors and subtle makeup. 

· Act as if the camera is on every moment.  Sit still and lean slightly foreword, in a slightly relaxed manner.  Be particularly sensitive to unconscious movements such as touching the face, fixing the hair and straightening glasses etc.

The Pre-Interview

· Usually, the host or producer will pre-interview you for a few minutes before you go on the air. The pre-interview is important because it establishes what’s expected of you on the air and the direction the interviewer plans to take. Moreover, it’s your chance to tell the interviewer what you’d like to discuss

Interview Duration

· For radio and television you will know beforehand approximately how long an interview will last.  However, sometimes there are last minute changes because of over booking or a missing guest, and your time may be shorter or longer than anticipated

Interview Start Time

· Whenever possible, ask the interviewer to tell you when the interview will begin.  Shows have begun without the guest’s being aware of it on and off-the-cuff remarks have reached listeners.

The Pre-recorded Interview

· Ask if you can stop and restate your answer if you are unhappy with what you said

· Always sum up your answers; the reporter is looking for short statement possibly as short as eight seconds

· At the end of the interview, the questioner is likely to turn the camera on him/herself and repeat a few questions or shoot reaction shots

· Be sure the reporter has the correct spelling of your name and title

· Ask the reporter to call you when the interview is scheduled to air 

· Time is crucial.  Everything on radio and television is done to time.  Keep your answers short and concise or the interviewer will interrupt you before you are able to make your point.  Most answers should be no longer than three or four sentences.  Watch the reporter for cues to finish up your answers

Tips for Newspaper, Magazine and Web Chat Interviews

· Think your answers through

· Feel free to rephrase or clarify your original statement.  Don’t hesitate to correct inaccurate statements made by the reporter

· NOTHING IS OFF THE Record, EVEN IF you’ve said it is and the reporter agrees.  Say what you want reported and quoted and keep confidential information confidential. 

· Don’t hesitate to double check facts and quotes with the reporter. 

· The reporter may not fully understand the topic.  Offer to provide background information that will be beneficial to the interviewer and his/her readers.

· The reporter may not call you to read his/her story to you.  However, be sure to tell the reporter to call you without hesitation should he /she need clarification or further information

· Remember to support your assertions with evidence 

· Restate your major points during the interview, but try to make it sound different.  

· Make sure your delivery is anecdotal and conversational.  Use stories or analogies to emphasis your statements

Tips for Telephone Interviews

Prior to the Interview

· Note the name of the reporter and the publication or station affiliation

· ID the topic of interest and the scope of the story

· Ask the reporter if your response will be taped directly off the phone.  If so, the reporter would allow you time to prepare your answers.  Simply explain that you need time to gather relevant data or information. Assure him/her that you will call back within a few minutes or make an appointment for him/her to call you.

The Interview

· Your only tool in a telephone overview is your voice and the facts you present.  Speak sincerely, clearly and with conviction after formulating the proper response.

Post-interview

· Determine when the interview/story will appear/air.  You can ask that a tear sheet or transcript be sent to you

#  #  #

