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HOW TO GET YOUR
ARTICLE PUBLISHED

Information from Pl website, Club Publicity,
Publicity Guidelines

Getting to Know the Media
Working with Print Media
Newspapers

News Releases

Media Kit

Photographs

Letters to the Editor

Magazines, Newsletters, Shoppers
News Releases (for journalists)
Proclamations and Public Officials
Fact Sheets

The Pilot Log



GETTING TO KNOW
THE MEDIA

You need to become familiar with your local media representatives. Contact them to
find out who cover community service events and ask how much lead-time they
prefer when covering a story.

*Know and respect deadlines

*Know the name of key contacts

*Develop an ongoing professional relationship with your local media reps

*Provide timely, newsworthy information about the club and its events via press
releases, media kits, brochures, etc.

*Represent what Pilot stands for

*Ask a media rep to be a guest speaker at a club meeting or special event

*News is not a 9 to 5 job so you need to be accessible. Give your home number to
trusted reporters. They won’t abuse it.

*Produce what you say you will and follow up



WORKING WITH NEWSPAPERS
PRINT MEDIA

To select the right medium familiarize * Most communities, regardless of size,

yourself with the various publicity have at least one newspaper
opportunities available in your area «  Check with your local paper for find
If your club would like to out how often it is published, and
communicate via the printed word, become familiar with the various
via the printed word, choices range sections and their publication

from simple community calendar deadlines

listings and full-length articles to one- « T submit to your local newspaper,
page press releases and fact sheets use the information found on the
Letters to the editor are also a good next few pages.

print option



NEWS RELEASES

Stick to the facts and be sure to include all pertinent information, including dates, times, location,
event description and purpose, in the lead paragraph.

—  Who is doing What for whom?

—  When, Where and Why are they doing it?

— How s it being done

—  What are the results
You lead paragraph should resemble the following: “The Pilot Club of Anytown (who) was awarded
a grant (what) to help purchase computer equipment (why) for the Anytown Community Center.
The grant was presented to the club today (when) at their monthly meeting (where) at the Anytown
Conference Center.”

Be well written and accurate,, sent to the appropriate editor, with sufficient lead time
Type, double spaced on 8 2 x 11 white paper

Include date, contact name, address and phone number on top of release, indicating when it should
be released: For Immediate Release or a future date

If you include photographs with your release, use the phrase “with art” at the top of the release
and add a word or two to identify each shot

Avoid using hyphens at the ends of lines

If release is two pages, end the first page with a completed sentence and type “MORE” across the
bottom of the first page. Start the second page with a brief heading that includes the name of your
club, the date and topic.

Mark the end of your release with the digits “-30-” or three number signs, “H###”



MEDIA KITS

A media kit should include a fact
sheet about your club and event, a
brochure, news release(s), event
program (if available), and other
information that provides an
overview of your Pilot Club and
event

If available, include a camera-ready
logo and photo(s) or slides
representing the event

It is a good idea to schedule an
appointment with the editor to
present the news kit and answer any
guestions

PHOTOGRAPHS

Quality black & white photos are
accepted by most newspapers

Avoid busy or distracting
backgrounds, and focus on two or
three people in one shot

Identify people in the photo by
name from left to right

Take “action” photos of people
taking part in a club service
project or fundraiser

Five photos that lack content (per
David Yale, author of The Publicity
Handbook) — the check pass; the
shovel dig; the handshake; the
ribbon cutting; and the plaque
pass

Focus on the benefit rather than
the ceremony



PHOTO CHECKLIST

. 1. Have you included visually interesting aspects in the event?

. 2. Have you asked some of the larger publications in your area to assign a photographer to cover the event?

. 3. Do your photos show some action taking place whenever possible?

. 4. Do your photos show the benefit rather than the ceremony?

. 5. Can someone who knows nothing about your club and the even shown in the photo tell you what's going on without a caption?

. 6. Are you avoiding "picket-fence" shots by grouping your subjects imaginatively? Are you keeping your groups small (fewer than 5
people)?

. 7. Do your pictures have only one point of interest?

. 8. Have you included an object that identifies your club in the shot?

. 9. Unless the shot is of patients in a clinic or similar situation, are all the people in the art identifiable?

. 10. Are you avoiding backgrounds that detract from the important part of the picture?

. 11. Have you avoided taking taking photos in front of windows?

. 12. Are you using a professional 35mm camera rather than an instant camera?

. 13. Are the pictures you send out to newspapers 5 x 7 inch black-and-white glossies (4 x 5 for head shots)?

. 14. Are most of your photos for newspapers vertical?

. 15. Have you asked the magazine editors in your area if they prefer vertical or horizontal photos?

. 16. Have you avoided getting fingerprints on photos, writing on the back of photos, or using paper clips on them?

. 17. Have you considered hiring a student photographer or freelance photo journalist to photograph your event?

. 18. Have you included captions that tell the whole story, identify everyone in the shot, and have your organization's name, address, and
telephone number as well as the date?

. 19. Do you have model releases from every nonmember in all your photos?

. 20. Have you checked to see if you need a permit to shoot photos in a public place?

. 21. Have you mailed photos in sturdy envelopes with stiff cardboard to protect it?

Source: The Public Relations Handbook by David R. Yale



LETTERS TO
THE EDITOR

The “letters” section of the newspaper is
one of the most popular and well-read
segments

Keep the letter brief (three to five
paragraphs) and to the point

Only one topic per letter

Include your name, name of your club,
address and telephone number, and some
brief background information

Readers should have a clear
understanding of what it is you are asking
them to support

Reserve letters to the editor for special
events that affect the entire community

Submitting too many letters loses impact

MAGAZINES,
NEWSLETTERS
SHOPPERS

Community magazines are fairly
common and provide excellent
opportunities for publicity

Contact the editor to discuss the
possibility of an article about your
club

Many local Chambers of Commerce
and businesses publish newsletters
and shoppers

Trade or special publications often
welcome news from community
organizations, but be aware of longer
lead times, usually 4-6 months



NEWS RELEASES

Many journalists write stories that
are 60, 30 or 20 seconds long, so
adapt your news releases to fit

Limit to a maximum of 90 seconds of
reading time (practice aloud)

Include the five Ws (who, what,
when ,where, why) and how

Use present tense whenever possible
Simply state the main idea

Be sure the facts are accurate and all
names are spelled correctly

Keep it brief, usually one page, and
include contact name and phone
number for more information

PROCLAMATIONS

Introduce Pilot so some public
officials in your community,
starting at the Mayor’s Office

Talk about some of the service
projects your club sponsors and
how they benefit the community

Ask the mayor to sign and present
a proclamation endorsing your
club’s activity, and follow-up with
a news release announcing the
proclamation to the media

This lends prestige to your club’s
event, and helps boost publicity



FACT SHEET

A fact sheet is a brief summary of
important facts about your Pilot Club
and its accomplishments

Includes a statement about the club
(date founded, mission, purpose, etc.)

List of club service projects and
activities

Written well with short sentences and
paragraphs

Name and telephone number of a

contact person should always be at the
top of the front page

If more than one page, end with a
complete paragraph and the word
“MORE” typed across the bottom of the
page

Use the fact sheet in all aspects of your

publicity efforts, and include a copy
with your news releases

THE PILOT LOG

Make sure you submit
information to The Pilot Log
about club service projects,
fundraisers and
accomplishments of individual
members. Include
professional quality photos
representing the event

Although Pilot has a form for
your use, you can send them
an email with your news
article and picture, without
using their form



SEND HEADQUARTERS YOUR CLUB NEWS!

Please fill out and submit this form to notify us of any publicity your Pilot club has
received in the media — TV, radio or print. Optional: attach any available press
clippings or photos

Club Name

Your District

Your Name

Your Address

Your Phone Number

Media Type
Date Published Date of event

Subject

Thanks for keeping us informed! Please send or fax your completed form to the
Communications Department, Pilot International, 102 Preston Court, Macon, GA
32120-5768; Fax (478) 477-6978 or email julianne@pilothg.org



