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Media Manual

Now a days media has become an important part of our lives. In fact, every moment of one’s daily life is influenced by newspapers, radio, television, internet etc. Media is always in search of latest issues and news. We must utilize this powerful medium for the promotion of our work. 

Ways of using media: 

There are various ways to make use of the media for advocacy. Some of these are publishing news or press releases, conducting press conferences, writing to editors, organizing meetings or interviews with editorial committees etc.

Media can be used to bring a certain topic in focus. It enables us to influence the policy-makers & to create the background for social changes. Enlightenment of people & formation of public opinion are also possible through the usage of media. Media helps in catching the attention of the decision-makers and in communicating with the people’s representatives, not only local, but even those in the Parliament. Every political party has a person in their offices, whose job is to keep an eye on the local news and to make a note of the articles and news important for their party. 

How to communicate with the media:

[image: image2.wmf]Before communicating with the media in your area, you must gather all the information about the local media. Listening to radio, watching television channels, reading newspapers is essential for this. This will give you an idea about who can handle and present your news the best. Find out which journalist covers social issues, and also decide if you want such a person to cover your news.

You should also consider the target audience of the programmes on channels & newspapers. Decide the route through which you want to communicate the thought behind your news. If your aim is to portray your thoughts to the local society, you will have to get in touch with the local newspapers. But if you want to reach a broader audience, you must communicate with the media on state or national level. Once you know which channel or newspaper to approach, make a list of ‘media contacts’. This list will be of help while using media for advocacy. This list needs to be updated regularly. The details you need for this are: the name of a newspaper/radio station, its editor/producer, journalists, their addresses, phone and fax numbers and e-mail addresses. This information will facilitate you to send your news in an appropriate format. This information will also be helpful in projects to come.

Find out on what topic a journalist writes regularly. In case you are not sure to whom to talk to, you can always consult the news editor, as he assigns the journalists for different subjects. You can gain information from direct contact as well as websites of the newspapers and channels. You can also get these media lists from the other NGOs working in your area.

Always keep your list updated. Make a note of how you contacted the media. Keep adding new names to this list. Always keep the information about journalists covering particular subjects, easily accessible, and make sure that you maintain cordial relations with such journalists, while working with the media. Make new ‘friends’ in the media, who will help you in your work. You will realize that some particular people get your job done better. Hence, you can get in touch with only these select people, instead of contacting all those on the list. Short and precisely presented news, effectively conveys your purpose.

Before contacting the media:

[image: image3.wmf]Once you decide whom you want for covering your news, spare some time for planning. Divide the work amongst the people you have. Consider their abilities while dividing the work. Someone, with writing talent, can write the news, while someone else can explain the subject. The person that has been chosen for presenting the issue must be able to communicate with the media smoothly. He should be well-informed on the topic, in order to answer different questions. He has to be mentally stable in stressful situations. There are times, when one is forced to face despair. But one needs to remain calm in these circumstances. It is essential to be persistent and maintain the continuity while working with the media. 

Select a staff member who will communicate and exchange information exclusively with the media, so that the media will receive proper information. Study and analyze the information before sharing it with the media. Always be ready to any extra information that a journalist asks, as every journalist works on the accurate information acquired from you. Contact the journalist before the deadline of the news, or else you will lose the opportunity of publishing your information. 

Your news will not always be published exactly in a way you wanted it to be. But if you remain in constant contact with the media and provide it with proper information, you can become a good resource person for it, and soon, media will come to you for information. Your programmes will be published without any special efforts. Ultimately, all relations include some kind of exchange. But always keep in mind that useful information is important for journalists, and you have it.

Organizing your information and issues:

[image: image4.wmf]You should organize your information before promoting it. You should be clear about the purpose you wish to achieve through it. You should also know exactly what you want from the people, the government, other NGOs. 

Decide your purpose and exactly what you want. Do you want to make people active about a certain topic? Do you want to present your opinions on a certain regulation or project? Or do you just want to create awareness regarding a topic? You need to determine a certain outline for the above mentioned points and the purpose of your project, in order to present your subject in front of the public through media.

The following points will prove helpful for presenting these points:

[image: image5.wmf]The problem that you seek to focus on may have various aspects. You must know which ones of these you want to tackle.

· Similarly, you should know which solutions you want to apply from the various plausible ones.

· Who can help finding the solutions for the problems? And what are the factors necessary for finding these solutions?

· What can you suggest the persons working on the solutions? Decide how you can use the media by conducting press conferences/stating information related to your subject etc.

· Ascertain what you want to tell the people, after having settled upon a goal. Your message has to be simple and easy to comprehend. You must reflect upon how you can bring your issue in focus, how your audience/viewer / reader can relate to your issue and how you can find an answer to that issue.

· The content of your news must not be just informative; they should also be eye catching. Write fresh information, and in a way that will make people 
relate to it. You can increase the effectiveness of your subject by giving it a social touch, instead of putting in mere monotonous information. Language and presentation is essential for this. You must know that your message is reaching the people it’s meant for. 

Dos and Don’ts:
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DOs

· Make sure you know with which person of newspaper/channel/radio you are supposed to meet. They meet numerous people everyday. Since it is impossible to remember all these people, you must introduce yourself properly. 

· State how media plays an important part in your issue.

· Explain your subject within ten minutes’ time. The journalists in media are very busy and working constantly. Hence it is important to present your points briskly and with necessary references. Thank the media people for sparing time for you and listening to your presentation. Request them to guide you. Be ready and open for discussion in case of disagreement.

· Be honest. Never state incorrect or false information. Respond to opinions contrary to yours thoughtfully, with grace and on the basis of proper information. Speak in a responsible manner.
· Hand them a paper at the end of the meeting, having your information, your name, the name of your NGO, address, telephone no. etc. Have this note written before going for the meeting.
DON’Ts

· Don’t take too many people with you; just a couple of colleagues will be enough. State just the required information, in order to avoid confusion.
· Do not encourage arguments or stay for too long.
· Never say “I don’t know.” or “I have no idea.”
· Don’t be scared. Speak with confidence. Do not force or nag the person in front of you.
Always Remember:

[image: image7.wmf]Personally meet or talk on the phone while contacting media people.

· Maintain friendly relations with local journalists.

· Write letters to the editors.

· Arrange meetings with editorial committees.

· Do keep posting articles and write-ups expressing your view, opinions to be printed on the editorial page.

· Keep sending write-ups to journalists.

· Participate in radio programmes.

· Make a note of the changes in local newspapers by regularly reading them.

· Listen to radio programmes and suggest ideas related to your problems and issues to the producers of the local radio stations. You can also offer other information.

· Congratulate local journalists on their achievements either through letters or in person.

Press Releases:

Press release is a frequently used mode of communication in the media. Journalists collect information for their newspaper. Press releases inform them about the subject and the content of the news and its time, location and purpose. It is through a press release that a journalist decides whether to write an article or a news write-up on that particular subject. A journalist receives a large number of press releases everyday. Hence, it is essential that the journalist is convinced about the importance of your news/issue, if you want him to notice you.

· The first paragraph of the news should be written in minimum possible words. It must not consist of more than 30-35 words.

· The important details should be reported firstly, to be followed by the less important ones.

· The sentences should be small and simple, yet self-explanatory. 

· Avoid text that may prove problematic legally.

· Consider the space your news will get in the paper, before writing it. 

· Use precise and meaningful words. Avoid repetition of words.

· A news should contain the answers to 'what, where, why, who, when and how'.

Press releases have a certain format. This helps a journalist acquire the desired information in a specific location, without difficulty.

·  It is possible to focus the attention of the media on an NGO or its issues, through press releases.

· A press release can be as long as a page, or, if essential, two pages, but not longer than that. 

· A press release must be written in a standard format.

· A press release should be brisk and to the point.

· A press release must also contain the answers to 'what, where, why, who, when and how'.

· A reader should be able to cast an eye on the press release easily and rapidly.

· The organization sending a press release should note down the following details on it - its name, address, telephone no., e-mail, names of the people responsible, their phone no.s, date and signature.  

· Press release must be in a standard A4 size. While making a press release, leave enough margin and there should be standard spacing between two lines, two paragraphs etc.

Let us see in detail how to write a press release:

Name of the organization: You should mention the name of the organization at the beginning of the press release. 

Related information: Write, under the name of the organization, the names of its staff members, their phone/fax no.s, e-mail addresses etc. this will avail the press to contact these people for information.

Date of the release: This date will let the journalist know when to publish/broadcast your news. If you want it to be broadcasted immediately, note 'for immediate broadcasting/publishing' on the news. A journalist may keep the news aside until a certain date. Write 'to be published on the mentioned date' in the news to make sure this doesn't happen. Write this date in the upper left corner of the news. 

Headline: It is essential that your press release or news has a headline. The headline gives a brisk idea about the contents of your news. Create this headline on the basis of the information at your hands and your say about it. 

Contents: A press release informs an editor/journalist about how, where and when the incident occurred and also about the people that were involved in it. Your news should be written like a pyramid. The news should start with the most significant information, followed by related less important text. This format is essential for a press release; it may sometimes read not the whole text, but only the initial part of it.

The sentences of this write-up need to be in simple language and the points must be presented in short. Do not complicate the sentences. It is better if the release is of a page's length.

References: This reference will provide extra information about your text. This can be given in the third or the fourth paragraph.

Finish: Mention the objectives of your organization in the last paragraph. The journalists/editor check if there is any sign at the end of the page. If your text is longer than a page, do mention so at the end of the first page. Write this beneath the last paragraph of that page, right in the center. 

How to write the news:

News can be described as a current event, which influences, or interests the public. The words ‘news’ is made up from the first letters of the four directions – North, East, West & South respectively. Any event that occurs in any direction, therefore, can become news. 

A journalist writes the news on the basis of information that he/she gets from news agencies & other sources. Each journalist has been given his/her own beat, e.g. women, crime, environment, movies etc. He gathers news from the beat assigned to him. But he can’t be present in many places at once. Hence, he depends on various sources for information. These sources are you and me. We can inform the journalist about the interesting events around us, in a brisk manner, immediately. If every social worker dutifully informs the media about such event, it helps to create awareness about various issues. The publishing of news in media is essential for the response and participation of people. 

Your information should be accurate and complete. It should answer the questions – ‘when, who, where, how, what & why’.

Never exploit a news for self-promotion or criticize others. When writing a news through your NGO, make sure you write on the letterhead of the organization. Address it to the editor and journalist. 

Mention the subject of the news and also that it’s for publishing on the top of your news, signed by the person responsible for it.

The headline of the news should be short, eye-catching and informing the reader about its contents. Precisely write the names of people and places in the news. Use appropriate and significant words and avoid repetition.  

The opening of the news should be of 20-30 words. This will contain the most important information. Put the rest of the important points after that. The news must be of 3 to 4 small paragraphs. The news shouldn’t be lengthy, but make sure it covers all the essential details. Attach a photograph to the news when necessary. This photo must have an attractive caption. You will know how to write a news well, on reading the news in papers carefully. 

When in the newspaper office...

It is very helpful if you know the system of work and the work hours of an office. Not knowing these details only delays your work. 

There are various sections in a newspaper. Each of these has its own system and hours of work. Here the important sections:

1. Editorial Section: This section takes decisions regarding the text and its format. These include deciding if a text should be published or not, whether it should be in the form of a news or an article, its length, when and on which page to print it etc. The text sent by other sections is edited here. Editing is to decide whether or not the text is significant, canceling some things from it, or adding to it etc.
The editorial section has a chief editor. He may be the head of the journal. It is not necessary to meet this person face-to-face.  You may have to approach him only regarding strategic decisions or if you wish to make a suggestion or a complaint about the decisions of others. The co-editors work under this chief editor. Their job is to edit the articles, letters, editorials, the write-ups in supplements etc. You must contact these co-editors for submitting your write-ups. Consult them while planning the text. They are accessible normally from 10 to 6 during the day. Normally they are in a rush when their texts are to be sent for printing. You will find them extremely busy everyday at around 4 p.m. or on the day before the printing of a supplement. But if you avoid these particular occasions, you can leisurely discuss or talk with them. 

The co-editors are assisted by sub-editors. The actual editing is done by these sub-editors. They edit both news and articles. Usually, they aren’t directly in contact with outsiders, as the text and its format, both are finalized by their seniors. They are busy from the morning when the office work begins, till past midnight. But their busiest work hours are from afternoon to around 10 in the night. You must meet these people, as ultimately they are the ones who actually edit your text. If they are aware of and care for your work, it might prove helpful for you. 

As the newspaper expands in its size, no. of pages, supplements etc. the no. of editors working for it also increases. Also, as the types and forms of text increase, the editors are categorized into posts such as co-editor, sub-editor, news-editor, chief editor etc.
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News Section: Accepting news, organizing the task of collecting news and editing the news are the main jobs of this section. It includes a chief reporter and a group of reporters working under him. The reporters travel from place to place to gather news. They send the news through fax/phone or sometimes write it in their offices. The chief reporter every journalist for a particular type of news. The news sent by them is edited by the sub-editors with help and suggestions from the chief reporter. Normally this person is in his office from around 11 in the morning to 8 in the night, but he needs to visit places and people in search of news. You will never find him free to chat with people for a long time. You can also meet him outside his office, but it is better to see him in the office, if you wish to give him some written material. As he is always very busy, you need to be precise and to the point in your meeting.

A journalist first reports in his office and then sets out to find news. He returns in the evening after finishing this job. Hence you never know when you will find him in the office. You can call to make sure he is in the office, and then visit him. You can also meet him outside the office, as he is out most of the time.

It is better to send the news to the office before 5 in the evening. Of course, you can always send a very important news even after 10. Usually, the news on the first and the last page is finalized in the evening. The news on the inner pages is planned during the day. You can keep this in mind while deciding when to send your news. 

The no. of reporters increases with the increasing size pf the journal. The larger papers have different reporters for sections such as political parties, airport, police, Vidhan Sabha, cultural etc. Keep in touch with the reporter covering your subject. 

3. Photo Section: Capturing photos, editing them are the jobs done in this section. This section includes one chief photographer and a number of other photographs working under him. If we wish to print particular photos for our news, depending on our discussions with the editors, we need to contact this section. But usually, we need not be in touch with this section, as the news reporter decides about the photos himself. Nevertheless, this section is of great importance in a newspaper. 

4. Reference: Reference is extremely important in a newspaper. A journalist needs to be thoroughly informed about an issue, when writing on it. These references are essential while writing editorial notes, articles. This section contains information on various subjects, in forms of cuttings/ periodicals/books/internet/reports etc. A librarian is normally the head of this section. This department provides information on any asked topic immediately. Our work in a newspaper does not concern this section directly, but we must keep them informed about our work, organization, and even on important topics that are not related to our work. If a journalist/editor needs to mention our work in any context, this information proves helpful. Hence it is important that we keep in touch with this section. 

Keep reminding the reporters about your news, article, and information given through a press conference, by meeting them or calling them up. But do not nag them constantly, or they will try to avoid you. And do not forget to thank these reporters ones your news has been published. Keep in touch with them from time to time, even when you are not working with them. 

While sending write-up for a newspaper.....

We consider the work of our organization, the thought behind it, our programmes really essential. Hence, we expect our news/write-up to be published as soon as possible and unedited. Newspapers do publish appeal of NGOs or the news of their programmes. But it is not fair to insist upon having them published every single time. 

Newspaper is the medium of the people. News, articles are published taking into account the likes of majority of the readers. Every text printed in the paper has to have a ‘news value’. It also needs to be topical. It is published and read only if it is related to the people geographically, socially and culturally. A newspaper office receives a lot of text regularly, and in comparison, the paper has only a few pages to print it.  The priority of topics changes everyday. Time is extremely important for the journalists. Hence an important subject with enough news value can be ignored if it is not presented noticeably. Any text for a newspaper should be written on one side of the paper, in fine and bold handwriting. It should be titled. The pages of the text should be attached properly and the number of pages must be mentioned and the first page itself. Date and place should also be noted there. Your address, phone no, fax no. and email address should be written at the end of the text. 

Take an acknowledgment from the news office once you deliver your write-up. Always have a copy of the text with you. Keep in touch with the news reporters before and after sending your text. Accept the changes suggested by them. If your text is not published, you can ask them the reason, but do not demand an explanation. Thank them after the text is published without fail. 

It is not always possible for the volunteers to write an article or news. In such cases, the volunteer can send his observations, opinions to a reporter. If you help a journalist for any news, it may prove helpful for the publicity of your organization and its work. Hence maintain regular contact with the news reporters.

Language for the texts in newspaper: 
It is essential to use proper language while writing news, appeals, articles or letters for a paper. State your points in minimum and precise words. The volunteers are used to making lengthy talks in conferences, discussions etc. You need to break this habit in order to be able to talk captivatingly. These activists work in a certain area on certain issues for years. Hence their language gets moulded in a particular style. People around them can easily understand it. But the readers of the newspapers need not be of the same or one particular set of opinions. Since our issue, points need to reach the common readers; we must use a language that they can easily comprehend. If we want the readers to be interested in the write-up, we need to make sure that its points are not presented in a dry manner. Of course, we mustn’t put these points in flowery and poetic language. The readers should be able to relate to the contents and language.

This will be possible after efforts and practice. You need to study various papers and the language and presentation in their articles carefully. You must be ready to accept the changes suggested by the editors. And while practicing in this way, you will easily be able to write in the language required for newspapers. 

Public relation (PR) with the media:

Every organization depends upon the society to fulfill its various needs. Professional organizations need the public for skill, material and market. Similarly, NGOs depend upon the society for financial help.

Even the government needs support and financial help from its people to be successful. This interdependence can be considered as a feature of the 20th century. Unless these human relations are handled skillfully and consciously, it can cause various social, financial, political and professional problems. Therefore, ‘public relation’ is very important. Public relation is not publicity or advertising, it is an administrative work & communication that evaluates public opinions, connects the objectives and methods of an organization with the welfare of people and exercises programmes that will make people aware of and accept the organization.

To have such transparent PR with the media is absolutely essential. Print and electronic are the twp forms of media.

We can do the following things to have PR with the media:
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Make acquaintances with various media representatives.

· Get to know their backgrounds, likes-dislikes etc.

· Keep in touch with them even outside work.

· Organize press conferences.

· Invite these media representatives.

· Provide them necessary facilities to gain information about the organization/issue.

· Invite them to the programmes of the organization.

· Organize meetings.

· Give more precise information in less time.

· Invite photographers to programmes, functions.

· Send greeting cards, SMS, calling them occasionally.

· Encourage friendly relations with them.

· Organize family get-togethers.

· Invite them for high-tea, refreshments, dinner etc.

· Organize informal meetings.

· Invite them as chief guests for your programmes.

· Attending their programmes yourself.

· Acknowledging and admiring their articles.
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