[image: image1.jpg]


Media tips!

Preparation 

1. Spokesperson
First, select a spokesperson from your group to be the local contact for your working bee in the media. 
2.  Build a Media List 

Compile a list of local media contacts from newspapers, radio stations, TV stations, and other local media. The list should include a reporter’s name, title, phone number and e-mail. 
3. Prepare Materials

Use the template media advisory provided on the 350.org.nz website and adapt with your local information by completing the fields in yellow. A media advisory is a one-page document that outlines the logistics of your working bee (who, what, when, where and why) plus your contact information.
4. Send Materials to Media 

Send the media advisory at least one week before 10/10/10 and be prepared to follow up with a phone call.  If you are sending the release to multiple media contacts, send individuals emails to each person. DO NOT CC everyone. 
5. Follow up

Follow up e-mail distribution with a phone call. This allows you to check that the media advisory was received, confirm if media will be attending and offer an interview with a spokesperson. 
On the day!

If your local media plans to come along to your working bee...

1. Greet the reporter. 

2. Check if they want any photos and offer an interview with the spokesperson.

3. Make sure the spokesperson is on hand!

4. Follow up reporters who attended your working bee to confirm needs and coverage. 
Before an interview

1. Prepare a short list of your key points / messages about your climate working bee.

2. Check the facts.

During an interview

1. Manage your response so you can make your key points. Repeat your key points if necessary. 

2. Speak clearly and avoid jargon. 

3. Relax and be yourself! 

