How to Use the Media Contact List
The media contacts on the spreadsheet are listed alphabetically by target city (See Glossary below), and labeled by type of media they represent (see TYPE in glossary)

To find media contacts in your area:

· Find your city under the TARGETCITY column.

· Of the media outlets that target your city, choose the ones that you would like to submit a press release to and contact them, sending your individualized press release.

· For tips on writing your press release and interacting with the media, see the “Raising Awarness through Media” section of our Awareness web page: http://www.osbhcn.org/awareness. 
TIPS on Contacting the Media: 

· Call each media outlet to find out which reporter covers health care or education (depending on the story) and ask whether the reporter prefers to receive news by mail, fax or email. 

· Don’t send the same info to more than one person at a publication or broadcast station. 

· If you are emailing a press release, send it individually to each reporter. Do not email to large groups of people, as you might be labeled “spam” by their servers. Paste the press release into the body of the email and also attach it as a Word document.

Glossary 
The data is provided in the following fields in the order listed, left column first:
ID: Starting in 2003 we included primary ID numbers to allow for easy updating of databases year to year.

DATE: Shows “10” to confirm record has been updated for this year.

TYPE: For sorting purposes. Newspapers are “daily,” “weekly,” “monthly” and “web.” Web is for Web page news operations. Radio is “radio.” Television is “television” or “cable.” Cable is for the community access stations.

TARGETCITY: The main area of circulation or broadcast. This is helpful when the media organization’s office is in a city different than the city of circulation or broadcast.

CONTACT: This is a contact name in the news department. For newspapers, it is the editor. For radio, it is the news director. For television, it is the assignment editor. "NA" can mean the outlet does not support a news department or has a vacancy for the news contact person.

ORGANIZATI: Organization or outlet name

ADDRESS: Mailing address

CITY: City

STATE: State

ZIP: Zip code

AREAMAINPH: Area code and Main phone number in one field

AREANEWSPH: Area code and News phone number in one field

AREACODE: Area code

MAINPHONE: Main phone number

NEWSPHONE: News phone number

AREAMAINFAX: Area code and Main fax number in one field

AREANEWSFAX: Area code and News fax number in one field

FAXAREA: Area code for fax machines 

MAINFAX: Main fax phone number

NEWSFAX: News fax phone number

EMAIL: Email addresses

WEB: Web page address. Add “http://www” to provided information

OWNER: Owner of media outlet

PUBLISHER: Newspaper publisher

EDITOR: Newspaper editor

EDITORIAL: Newspaper editorial page editor

CIRCULATIO: Newspaper circulation

PUBLISHED: Date of publication

DEADLINE: Newspaper deadline

STATION MANAGER: TV or radio manager

PROGRAM DIRECTOR: Radio program director

ADVDIR: Sales manager or advertising director
NEWS DIRECTOR: For TV or radio

ASSIGNMENT EDITOR: For TV

FORMAT: Radio station program format

NETWORK: For TV

TALKSHOW: Local interview opportunities at radio and television stations

If you have any other questions, please don’t hesitate to contact Annie Colombo at annie@osbhcn.org or calling 503-813-6440.

