Tips for placing news releases, op-eds and letters to the editor

News releases
· Target your release to a reporter who has recently written about children’s issues or nonprofit organizations. Search for phrases like “child abuse” in the media outlet’s website to find these reporters at daily newspapers and larger broadcast stations.
· If your search comes up empty, rely on the generic email address you’ll find on the Contacts page (often something like newsroom@newspapername.com or newstips@radiostation.com.)
· For weekly papers or other smaller media outlets, address your email to the editor.
· Send the release via email, but never attach a Word document or PDF. Print the release in the body of your email. Spam filters often block emails with attachments.
· Come up with an interesting subject line, not just “News release from Your Town CASA”.  
· Write an introductory paragraph explaining why the release is newsworthy, offering contacts for a more extensive reporter-written story and providing your full contact info.
Dear Reporter’s or Editor’s Name. Each year in our community, 40 children die from abuse and neglect. That’s why Your Town CASA is encouraging people to volunteer as court-appointed special advocates for kids. The news release below is an urgent call for these volunteers. I hope you will be willing to publish a story. If you would like to interview a CASA volunteer or our executive director, please let me know. Thank you for your consideration.
· Don’t expect a response, especially from large dailies which get literally hundreds of news releases every day. If you have already developed a relationship with the reporter in the past, it’s fine to check back with her/him a few days later.
· Make sure that every news release you write is written in proper journalistic style. Invest in an AP Stylebook and follow it.
Op-eds
· While news releases should always be written objectively, op-eds take an unequivocally strong position on an issue.
· You are most likely to get your op-ed published if you respond to an issue that has already been covered in the newspaper. For example, submit an op-ed about community action to end child abuse after a story is published about a national court case or a tragic death by abuse in your community. Op-eds about public policy issues – such as upcoming legislative action on a bill to protect the rights of children in court cases – should be submitted well before a vote on the bill.
· Remember the “new” in news. A request for an op-ed must be made within a day or two of when an issue to which you wish to respond arises in the paper.
· Know your local paper’s policy on op-eds, typically found on the Opinion page of the website. Newspapers usually limit op-eds to around 600 words and accept op-eds by the same organization or individual just once every six months or every year.
· Don’t just blindly email an op-ed. Make a phone call first. At daily papers, contact the editorial page editor or opinions editor; at smaller papers, the editor. Ask for the opportunity to either respond to a recently published editorial with which you take issue or to submit an op-ed related to a recent or upcoming news story or issue.  Inquire about rules for publication and timelines.
· Someone in authority – your executive director or board chair – should byline the op-ed. Avoid cluttered multi-name bylines with partner agencies; two or three names at most.
· Be clear and persuasive in stating your position. Focus on a positive representation of your views, not a negative response to an opposing viewpoint.
· Use real-life examples that illustrate how people are affected by the issue.
· Close with a call to action that compels people to do something specific (write their legislator, donate money to the cause, vote, etc.).
Letters to the editor
· Letters to the editor are good ways to respond to news coverage, columns, op-eds or simply to express your views on any issue that has been in the news. They work best when they are written by individuals who are directly affected by the issue.
· Know the newspaper’s rules regarding letters to the editor. Word limits often apply. Writers must provide full contact information and must send the letter in the body of an email (no attachments) to a specific email address, often letters@newspapername.com. 
· Increase your chances of getting your letter published by sending it on the same day a story appears in the newspaper.
· Stick to one point and use simple, declarative sentences. Don’t waste precious space restating a viewpoint you oppose or all the facts of a story you’re responding to.
· Be brief. Sometimes the best letters are just one paragraph. It’s fair for the editor to cut part of your letter. To avoid editing, be succinct.
· Discuss an issue in terms of how it affects people.
· Try to connect with readers by appealing to their sense of logic or fair play.
· Express your convictions strongly, but don’t be harsh, cynical or disrespectful. An upbeat letter may be more persuasive than one that scolds, blames or complains.
· Add a motivational line or call to action.
· Use spell-check and always have a second person proofread your letter.
· News junkies (and often, opinion leaders) read the comments that appear at the bottom of news stories online. Consider submitting your letter as a comment.
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