
 

 

                                                                              

 

 

 

 

 

Keys to submitting information to a media company: 

  

1.           Identify what information you want printed in the newspaper and be specific 
with that information. 
  
2.           Decide how that information is valuable to readers … not just the newspaper. 
Media companies are concerned about audience, so they use information that is 
relevant to that audience. 
  
3.           Take a look at the newspaper and/or its website to see where your 
information may fit. Is it an ad? Community news? Community photo? 
Newsworthy? A brief? An event to be covered? A calendar item? 

  
4.           Find contact information for the media company and call them to help decide 
where your information may be relevant. It’s best to be specific and to the point. 
Make your case for why the information may have value to their audience, not 
why it’s valuable to you. 
  
5.           It is best to present the information in email so the media company can have 
a hard copy to keep on hand. 
  
6.           Make sure the news item you submit is relevant to the coverage area of the 
media company. 
 
7.    Even if you don't have an event going on, take notice of local, state 
and national news. If your company has an idea about how to get local 
attention on a national topic, media are willing to hear suggestions. Even 
if we don't take up every offer, it never hurts to pitch something and 
remind the media that you're in the community. 

  

Instructions: 
 
1.     Decide what you want to be printed in the newspaper. Be direct and 
to the point with your entry. No one can tell you what you want. So make 
the decision on your own before contacting the newspaper. This will help 
both you and the media company. 



 

 

  
2.     Make a few phone calls. Check out the website. Find out what area of 
the newspaper you would like to be in. Contact either the advertising 
department or the newsroom depending on what you are seeking. 

  
3.     Speak to the representative. Give them all of the information you 
have. Let them know what it is you are trying to do. More than likely the 
representative will be able to give you some advice. 

  
4.     Finalize your ideas with the representative. Be patient and persistent. 
Continue to contact the representative until you have reached your 
objective.  

  

Writing tips: 

 
1.   Stay away from hype-bloated phrases like "breakthrough", "unique", 

"state-of-the-art", etc. 
 

2.     Always write it from a journalist's perspective. Never use "I" or "we" 
unless it's in a quote. 

 
3.     Read quality newspaper writing to get a feel for the style. 

 

4.     Shorter is better. If you can say it in two pages of text, great. If you 
can say it in one page, better. 

 

5.  Always have the basics - the who, what, where, when and why. It's 
good to make that information stand out so there will never be any confusion 
over when or where the event is taking place. Also, double check your 
information. There's nothing worse than having to send out a press release 
two or three times because a correction needs to be made in the date, time or 
place of an event. 

 

Contact information: 
 
1.    The best way to submit news releases to The Sentinel is through 
the general email address: frontdoor@cumberlink.com 
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