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Grantees’ Publicity Tip Sheet

Getting the word out is the key to ensuring that your program draws the audience it deserves.  

Your local media will need written information from you at least two weeks before the event, ideally four to six weeks. If you don’t already have a media list, check the Yellow Pages for local newspapers, radio, and TV stations. Go to http://www.nh.gov/nhnews/#skip
for a list of newspapers in New Hampshire sorted by location.

Phone newspapers to ask about deadlines and format requirements for press releases, calendar listings, and (if you are buying advertising or receiving donated advertising space) display ads.

Send a press release to media outlets in your area. You’ll find a press release outline enclosed in this packet. It can be easily adapted to fit your circumstances. It is a good idea to check with your speaker(s) first. They may provide additional details for the release. Remember to double space to allow for edits. You can also send your press release electronically, ideally in the body of the e-mail. You can find e-mails for submission of press releases and community events on the new outlet’s website. Be sure to include detailed information in the subject line and label attached photos with complete information.

Include the Humanities Council Logo in all publicity materials such as posters, flyers, brochures, events calendars, bookmarks, etc. And please post our logo with the event listing on your website or in your e-newsletter. We've included camera-ready logos in this packet. Contact us for a digital file or check our online forms Library at http://nhhc.org/formslibrary.php. When you use our logo electronically please make it a live link to our website: http://www.nhhc.org.
Post your event in as many on-line events calendars as possible. Statewide papers also have on-line as well as print calendars. Others to consider: 
NH Travel and Tourism: http://www.visitnh.gov/best-time-to-visit/event-calendar.aspx
NH 365: http://nh365.org/
NH.com: http://nh.com/nh/events/
Your venue may also have their own events calendar in print or on-line. Contact them to see if they can help publicize your event.

Radio stations will broadcast brief (free!) public service spots that describe your event. A 20-second spot is about 45-50 words; a 30-second spot is about 65 words.  Write the spot in simple, conversational style, time the reading, and indicate the length accurately on the copy, so that the station can tape and log it properly. Send it to the radio station at least three weeks before the event for the best chance of getting it on the air.

Local cable access TV stations will also list your event free of charge.  Check beforehand for preferred format, and get your material to the station well in advance of airtime. Many cable stations prefer a Power Point format for events listings, but most will work with you to get your information on the air.

Posters are effective wherever there is heavy pedestrian traffic (libraries, banks, grocery stores, malls, post offices, town halls). Fliers can be posted, too, and/or distributed door-to-door, enclosed with organizational mailings, handed out at library circulation desks, etc.

Call your local library, Rotary Club, bookstore, high school or college about the program; ask if you can send a poster or flier. Your librarian can also provide a list of local officials, state senators, and representatives from your area. You can also find this information at http://www.nh.gov/government/state.html. Send your local representatives and state senator and other public officials an invitation. 

Call local churches and ask them to list your event in their bulletins.

Ask a bookstore to plan a special promotion for a book discussion program. Your speaker may want to suggest relevant titles.

Phone members of your organization that might be expected to have an interest in the program. A “telephone tree” (each person called is asked to call others) can reach a large number of people in a relatively short time.

Email your membership, community members, friends, neighbors, and anyone who might be interested in the topic of the program.  You should also post the event on your organization’s website, Facebook page, or in your e-newsletter. The Humanities Council can supply an electronic version of our logo for use in your e-communications. Find one in our on-line Forms Library at http://nhhc.org/formslibrary.php. When you use the Humanities Council’s name and/or logo on-line and in e-mails, please make it a live link to http://www.nhhc.org.
Please remember, the Humanities Council will list your event in our monthly paper Calendar which is mailed to more than 10,000 people, on our website, and in our monthly e-newsletter, which is sent to a list of 5,000 people. It is imperative that you notify the Humanities Council immediately if there are any changes to the date, time, or venue for your event. Contact Anne Coughlin at 224-4071 x16 or acoughlin@nhhc.org. Please feel free to contact Anne with any questions about publicizing your event.

Please send us copies of your publicity, along with your program evaluation and audience evaluations and sign in sheets.  

Thank you! 

Sample Press release

FOR IMMEDIATE RELEASE

Date
CONTACT:  
Your Name



Address



Telephone number and Email address

(Your organization’s name) ANNOUNCES GRANT AWARD

(NAME OF YOUR TOWN) - The (name of your organization) has received a grant from the New Hampshire Humanities Council to present (title of program).  (Title of program) will be presented on (day, date), at (time), at the (venue).  

(Speaker’s name) will lead a public discussion on (program topic.) (Include a one paragraph description of the program here. Ask your speaker, or find one in our Humanities to Go catalog.)   

This program is free and open to the public.  (Note whether refreshments will be provided)

The New Hampshire Humanities Council nurtures the joy of learning and inspires community engagement by bringing life-enhancing ideas from the humanities to the people of New Hampshire. They connect people with ideas. Learn more about the Council and its work at www.nhhc.org. Additional local support is provided by (any other sponsors, contributors or donors to thank).

For more information, contact (list the name of the program organizer, his or her phone number and e-mail address).

###

