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Submitting UUCT News to the Tallahassee Democrat


Events

Most news releases, calendar postings, feature articles and opinion pieces are submitted digitally to the Tallahassee Democrat either online or via email.  The Democrat runs daily calendars as well as entertainment and nightlife calendars in the Limelight.  Following is a brief overview of what information is appropriate and how to submit your information to the Democrat:

· Church-specific events such as 50-year anniversaries, special services and homecomings; 

· Church events that are open to the community, such as concerts, plays, and workshops or presentations about social or community issues, e.g., a lecture on preventing domestic violence.

These events should be submitted via the Democrat’s online calendar at http://events.tallahassee.com/.  Fill out the online form, including a contact name and number as well as the church’s website address (www.uutallahassee.org).  These items should be submitted at least a week in advance of the event.

UUCT has its own account at Eventful.  See page 10 of the Media Guide for more details about posting to this website. 
Press releases or to request coverage for an event:  It’s usually best to send information directly to the reporter who covers your area (e.g. a school event to the education reporter).  Find a list of reporters and their contact information online at http://static.tallahassee.com/staff/.
You can also email News Director Jennifer Portman at jportman@tallahassee.com or Storytelling Coach Andrew Skerritt at askerritt@tallahassee.com.
News or Feature articles.  These might include news of an upcoming event, a feature on an  interesting event that has already happened, such as a well-attended presentation by a national speaker or an innovative harmony camp eco-project, or an article about a church member with a special talent or achievement.  

The Democrat and its Chronicle, a neighborhood section published on Thursdays, are always on the lookout for good articles about local people and their activities.  If you have a good idea that involves UUCT and/or its members, please discuss it first with the Communications Committee.  Articles should be no more than 500 words in length.  Include a head shot of yourself or other photo, if appropriate.  (Attached is a good example of a news article written by UUCT member Elinor Elfner.)  If tied to a specific event, submit the article at least a week prior to the date of the event.

Your article is likely to be edited, sometimes at the last minute, so be sure to include your main points/facts in the first two paragraphs.  Or, include an abbreviated version—one or two paragraphs—of the item and ask that it be used if the entire article can’t be published. 

Submit a community story to the Chronicle: The Chronicle is published on Thursdays. Send your stories and photos by email to chronicle@tallahassee.com.  The deadline is 10 days before you want your news to be published.  If you have questions, contact Ryan Dailey at rdailey@tallahassee.com or 599-2256. 
Submit community briefs: The Democrat’s Lifestyle section offers a different topic each day of the week: Monday is Causes, Tuesday is Health & Fitness, Wednesday is School & Families, Thursday is Taste, Friday is Home & Garden, Saturday is Faith and Sunday is the Best of the Week.  Send story ideas, stories and briefs for these sections to Martha Gruender at mgruender@tallahassee.com
OPINION PIECES
Letters to the Editor: Offer an opinion in 200 words or less.  Include your name and city, and email it to letters@tallahassee.com.
My View columns: These should not be news articles but should be similar to the opinion pieces on the editorial pages.  Length should be about 500 words.  Be sure to include a head shot of yourself and one to two sentences about who you are, such as: “Jane Smith is a Tallahassee lawyer who sings in the choir and teaches religious exploration classes at the Unitarian Universalist Church of Tallahassee.”  These should be emailed to letters@tallahassee.com.  For help with any opinion submission, email Randi Atwood at ratwood@tallahassee.com.

DEADLINES:  If you snooze, you lose. Deadlines are absolute in the news business; don’t expect special consideration because your article is “really important.”

Note:  The Democrat usually runs items the week the event takes place (the period from Saturday through the following Friday)—not several weeks before.  For example, if your event is on a Saturday evening, it will be published the day of the event.  If the event is on a Friday, it will be published  a week before the event.  News items are published only once; don’t ask for repeats.  

What to include for all submissions:

What:    the name of the event and a brief explanation of what the event is about.  Example:  “The Arts and Crafts show features the work of more than 30 members of the Unitarian Universalist Church.  All profits go to benefit the church’s educational programs. 

When:   the date, including day of the week, and the time.

Where:  the specific address, including brief directions if location is hard to find.

Cost:     if there is no charge, state in the submission that there is no charge.

Contact information:  name, email address and phone number to be published online and in the newspaper.  The Faith section comes out on a Saturday, when the UUCT office is closed, so give a number where someone will be available to answer the phone and provide additional information.  Include the UUCT website: www.uutallahassee.org.  Some people may want to find out more about UUCT or its location prior to an event.  Or, they may not be able to come to the event but may be interested in getting more information about UUCT. 

Photos are highly desirable.  Send a high resolution photo, not a low resolution photo designed for website use.  It’s OK if the file size is large.  When possible, provide a choice of two to three photos so the editor designing the page has more flexibility.  Note:  If you have a good photo from an event that took place the prior year, you can submit it but make sure to give the date it was taken.  Avoid group shots or staged shots.  Try to get a close-up action shot involving no more than two to three people.  Always identify the people, beginning from the left and moving to the right of the photo.  Example:  “From left are, Jane Smith, Paul Jones and Sue Hardy.”  Get written permission from the people in the photo for publication of the photo.  (The Democrat doesn’t need a copy but would like to know you have it, especially if children are involved.) 



Published article promoting UUCT-sponsored panel presentation
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Photo and caption promoting UUCT Rummage Sale published in Democrat. 
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Writing an Effective News Release

 News releases are generally submitted electronically via various news organizations’ online forms or Facebook pages.  Sometimes it’s possible to send a news release by email to a specific editor or reporter or upload it as an attachment to an online submission.  Electronic submission adds to the need for news releases to be both concise and attention-getting.  The following tips will improve the chances of your news being published or broadcast.

· Remember, it’s a news release.  Cover the most important facts first and follow with the details.  Include the journalist’s traditional who, what, when, where, why and sometimes how in the first paragraph.  Try to add an element that will make readers want to keep reading.  (See following sample release.)

· Let brevity be your byword.  Limit your news release to one page.  Reporters operate under deadline pressure and are bombarded with emails.  

· Give your news release a catchy title.  Write it as if it were a headline that would catch your eye in your morning paper.  

· Proof everything at least twice.  The people who edit the release don’t have time to fact check or improve on your writing.  If your press release is poorly written and organized, has typos and grammatical errors, it may get ignored and will reflect badly on UUCT. 

· Don’t expect that your release will be published/broadcast exactly as you’ve written it.  Your news release may be edited by at least two other people, often under deadline pressure.  Sometimes a copy editor will whittle a news article down to a few lines at the last minute because there’s simply no more room on the page to fit it in.

· Don’t editorialize, such as saying an upcoming speaker is “fascinating” or is “an undisputed expert.”  Instead, quote an appropriate UUCT spokesperson as to the speaker’s charisma or expertise.  Example: “Sally Smith is one of the nation’s foremost civil liberties attorneys and is a captivating speaker,” said the Rev. Robin Gray, minister of the Unitarian Universalist Church of Tallahassee.  (Note: Don’t put words in the minister’s mouth—or anyone else’s—without prior approval.)

· Be sure to include a contact name, phone number and email in the upper right-hand or lower left-hand corner of the release.  Use a number where you can be reached both during the day and evening. 

· Put the date of the release in the upper left corner.  Write “For Immediate Release:  Month, Day, and Year.”

· At the bottom of the first page, write “more,” if necessary.  Otherwise, type the symbol “###” or write “end.”


NEWS RELEASE
July 7, 2011								
For Immediate Release 						


A mission by motorcycle to help women and children in prison

Zen abbot Kinloch (KC) Walpole is launching a three-month, 11,000-mile motorcycle trek across the nation to focus public attention on the crisis surrounding women in prison in Florida and around the country. 

Walpole, a retired Army Special Forces major, will be kicking off his speaking tour at the Unitarian Universalist Church of Tallahassee, 2810 N. Meridian Road, Saturday, July 9, at 7:30 p.m.

The 69-year-old Walpole is the abbot and founder of the Gateless Gate, a small residential Zen center in Gainesville. He has volunteered in Massachusetts and Florida prisons for 15 years, teaching Zen and mindfulness-based stress reduction (MBSR) techniques to inmates and providing death row ministry. 

His mission is to also raise money for construction of a model re-entry center for former women inmates seeking to rebuild their lives and be reunited with their children.  
 
What Walpole envisions is a program that would operate as a community:  residents would share the tasks of cooking, cleaning and maintenance, while acquiring the skills and education they need to prepare for a meaningful life and to regain custody of their children. 

Walpole says the number of women in Florida's prisons went from 5 percent or 1,687 inmates in 1987 to 7 percent or 6,216 inmates in 2006.  He estimates that 80 percent of these women are mothers, and that there are more than 5,000 Florida children with mothers in prison.  Without successful re-entry support, he says many of these mothers will return to prison.  


####

Contact:  Name
Email address
Phone number

Guidelines for Letters to the Editor and Op-Ed Articles 

Letters to the Editor

Be sure to submit an original letter.  Newspapers won’t publish open letters or copies of someone else’s letter.  Letters should be no longer than 200 words.  Newspapers may condense letters and edit them for grammar and clarity.  Do your own editing for length ahead of time to help assure that your key points won’t be deleted.
 
Each letter should include the writer’s name, title and organization if relevant, email address and day and evening telephone numbers for verification purposes and follow-up questions.  (Before submitting a letter, you may wish to establish a new, free email account to substitute for your regular email account.  Send your submission from this account.  Many people who respond to emails are thoughtful and kind.  Some are not, and you may find yourself cancelling the email address used in your letter.) 

Most papers have an online submission feature, with a fill-in-the-blanks form for Letters to the Editor.  This is the preferred method of submission and gets your letter delivered quicker.  It’s a good idea for letter writers to first create their letters in Word, review them, run spell check and make any corrections.  The finished product can then be cut and pasted into the online form.

Because of the volume of letters received, few, if any, papers can notify a writer as to whether a letter will be published.  If a letter isn’t published within 10 days, it’s a safe bet that it won’t be.
To submit a letter to The Tallahassee Democrat, email it to letters@tallahassee.com.  Or, you can mail a letter to the Democrat at 277 N. Magnolia Drive, Tallahassee, FL 32301.

Op-Ed Articles

Again, word limits vary, but a brief, succinct article of no more than 350 words has the best chance of publication.  Newspapers want original content.  Don’t submit an article that has already been published or that you plan to simultaneously submit to other media organizations. 

The subject should be local or have a local impact.  Example:  A project to bring solar panels to all Tallahassee churches and other houses of faith.  

The writer preferably should be a resident of the paper’s coverage area.  In some cases, it’s helpful if the writer is prominent in his or her field.  Provide two to three sentences of personal background, focusing on areas of expertise that tie into the subject matter you’re discussing, if appropriate.  

Submit a high resolution jpeg head and shoulders photo.  Don’t send a low res (72 pixels) photo designed for website use.  Print publications require much higher resolution, e.g., 320 pixels. Upload the photo via the newspaper’s online submission form or send as an attachment to an email to the Editorial Page editor or editorial assistant.  

Online Events Calendars:
A Resource for Promoting UUCT Events

Tallahassee Democrat Online Events Calendar

You will need to post the event on the UUCT’s page on the Eventful community calendar.  The Eventful.com website address is  http://eventful.com/users/uutallahasseee2474/events.  You can get the login information from the church office or the Communications Committee.

The page has a fill-in-the-blanks online form for submitting notices to the Democrat’s various sections, including the Limelight and TLH section, and for the paper’s online calendar. Submit the form no later than 10 days prior to the event.  

Some of the information requested isn't applicable, but fill out the form to the extent you can. There is a menu of event categories from which you can choose.  Select all that apply to your event to maximize chances for coverage.  For event venue, the UUCT will appear in the drop-down menu.  You will have to list the UUCT website for verification purposes unless you have set up a special website for the event.  List the name and contact information of someone who can be reached during business hours.  

If at all possible, upload a photo relevant to the event, e.g., musicians or a photo of last year’s event with a suggested caption indicating the date it was taken.  This can be a decisive factor in whether your event gets featured in print.

Be sure to click on the blue "Preview Event" link at the bottom of the form so you can verify the information before clicking the "Add" button. You can see local events online at Events at http://eventful.com/tallahassee/events.

WCTV-Channel 6 Community Calendar
http://www.wctv.tv/community
Events cannot be added to the calendar unless you provide ALL of the information required. Especially important are the dates and time of the event as well as complete location information including the city and state.  All submissions must be received at least two weeks before the scheduled event.

WXTL -Channel 27 Community Calendar
http://www.wtxl.com/ugc/cat/wtxlcommcal/default.aspx

WFSU-FM Community Events Calendar - Online Submission Form
http://events.publicbroadcasting.net/wfsu/events.eventsmain?action=submitEvent
Submit at least two weeks prior to the event.  Submissions will be reviewed and approved by the radio station.  The station does not check the details of the event, and does not take responsibility for inaccurate information, so be sure to check your facts.  When submitting events, select the proper category for the event, include contact information and fill out all information required as completely as possible. 

WFSU-FM’s Cultural Notes with Dan MacDonald. This program airs weekdays on WFSQ-FM at 8:04 am, 1:00 pm and 8:00 pm ET. To submit announcements to Cultural Notes, call 850-487-3086 ext. 402, fax 850-487-2611, or email culturalnotes@wfsu.org.

COCA (Council on Culture & Arts) EMail Blast and MoreThanYouThought
To submit notices of events and opportunities  for consideration in COCA’s Weekly Email Blast, send a text-only description of 50 words or less to Erica Thaler at erica@cocanet.org.  COCA members may also submit an image.  Deadline for submission is 5:00 p.m. on Wednesday of each week.   

You must include a website address or Facebook page link to be listed.  This can be http://www.uutallahassee.org or the UUCT Facebook page where the event is posted.
 
You can post all your art or cultural events on COCA’s calendar of events website at www.MoreThanYouThought.com.  It’s free.

When you post an event, you will be asked to identify the organization. Use the church's full name, Unitarian Universalist Church of Tallahassee. The church already has a COCA profile and so should be recognized by COCA when you type in the name. The link for the profile is: (http://www.tallahasseearts.org/organization/unitarian-universalist-church-of-tallahassee/).

Tallahassee Connection
http://tallyconnection.com/events/
Click on the “Post Your Event” button to access the site’s fill-in-the-blanks form.

Visit Tallahassee Event Calendar 
http://www.visittallahassee.com/events/submit/
Notices of events must be submitted at least 72 hours in advance of the event to appear.  Events must be open to general public.

Craigslist
http://tallahassee.craigslist.org/
You must be a member to post events on Craigslist.  It’s free but doesn't draw much attention.







Magazines/Events Calendars
Tallahassee Magazine 
1932 Miccosukee Road 
Tallahassee, FL 32308 
phone 850-878-0554  		fax 850-656-1871
www.rowlandpublishing.com

Contact the magazine online at http://rowlandpublishing.com/contact-us/.
Accepts: News Release, PSAs, Written Pieces.   Send Information Via: E-mail, Fax, Mail

Deadline Information: Please send information at least four months before your event.
Other/Notes: 
· Published bi-monthly (Sept/Oct, Nov/Dec, Jan/Feb, Mar/Apr, May/June, July/Aug)
· Includes Culture and Events sections in each issue 
· Accepts images in Mac/cross-platform format 
· Editorial contributions are welcomed and encouraged but will not be returned 
Tallahassee Woman Magazine
P.O. Box 13401 
Tallahassee, FL 32317-3401 
phone (850) 893-9624   	fax (850) 254-7038 
info@talwoman.com
www.talwoman.com
Publishes a community calendar with “local events, exhibits, meetings, and other dates of interest to local women.”  Email calendar listings to listings@talwoman.com.  If you have an article or story idea you would like to share, send an e-mail to the Editorial Department at info@talwoman.com.  
Accepts: News Release, Written Pieces   
Send Information:  Via: E-mail 
Other/Notes: 
· Published bi-monthly (Feb/Mar, Apr/May, June/July, Aug/Sept, Oct/Nov, Dec/Jan) 
· Accepts images in popular formats


Social Media:  Digital PR
Facebook
Facebook  provides a free and easy way to connect with other organizations, supporters and those in the community who might not know about UUCT or its various activities.  It’s also a dynamic medium, allowing for quick changes and updates.  To post on Facebook, you must have a Facebook account.  In some cases, you will have to send a “friend” request and be confirmed as a “friend” before you can post to a particular Facebook page.  
The UUCT has a Facebook page at https://www.facebook.com/theUUCT.  Anyone can post to the page, and it is a good place to post upcoming events.  As with other announcements, Facebook posts should be brief—generally no more than 125 words.  Anything beyond that number of words may exceed the text “window” visible to Facebook visitors and drop from view.  The remainder of the post can be read by clicking on the “more” link, but many visitors won’t bother to do so and may miss important details.
The church’s Young Adult Ministry has its own Facebook page at:
http://www.facebook.com/groups/uuctyoungadults/.  It’s a place for lively discussions and has a link to its YA Google Events Calendar.
Photos greatly enhance Facebook posts.  These work best if saved for web use at a lower resolution, when possible, so that they download quickly.  
Individual UUCT members who have their own Facebook pages can help support UUCT events by posting event announcements on their personal Facebook pages.  This can be easily done by clicking on the “share” link at the bottom of the UUCT Facebook announcement. 
Twitter 
Twitter  allows users to distribute short messages to large groups of other Twitter users.  To receive updates from a given Twitter feed, readers sign-up to be “followers” of that feed.  Twitter users may view received messages on their cell phone or by logging in to their Twitter account through Twitter’s website, and may reply to messages.  Each Twitter post, or “Tweet,” must be no longer than 140 characters. (Courtesy of UUA.org)
A Twitter feed can be used to promote church events, share congregation news or provide other content that serves newcomers and keeps members engaged in the life of the congregation.  For example, the UUA Twitter feed shares links to UUA news stories, meditations, and other resources that are relevant to Unitarian Universalists and seekers, and “re-tweets” posts about Unitarian Universalism from other Twitter users.  At the time of this edition of the Media Guide, UUCT did not have a church-sponsored Twitter feed.   However, individual church members can help promote church events by posting a tweet on their own Twitter feed.  
The UUA advises that it is effective to tag your Tweets with relevant keywords.  Tags are formed by adding the # symbol directly preceding a keyword in the Tweet.  For example, #unitarian can be used to denote a post about Unitarian Universalism.  Here’s a sample post, including the #unitarian tag, from the UUA's Twitter feed: 

New 40-day campaign for Earth Day 2011, from the UUA & UU Ministry for Earth: http://bit.ly/icp4iz What action will you take? #unitarian
Google Plus 
 http://www.google.com/+ 
As of this writing, Google Plus was still the new kid on the block, seeking to capture Facebook’s audience.  Like other social media sites, you must sign up, create a profile and select a circle of friends.  It is too soon to say if Google Plus is a good option for promoting UUCT events.


Effective posters
In this digital age, posters are no longer a very effective means of advertising an event as there are so few places they can be posted, and they must compete with limited space on crowded community bulletin boards.  However, posters can still be useful in promoting an event when posted in the Sanctuary or certain other locales.  Here are some tips for effective poster design culled from articles by several graphics designers:
A good poster looks simple and uncluttered.  Someone standing three feet away should be able to quickly read the text and understand the message conveyed by the poster.  
Use a colorful, eye-catching photograph or a graphic image to draw attention.  Use high resolution images (200 dpi or higher).  A word of caution: the drop-and-drag method of adjusting an image’s width or height can result in distortion.  It’s best to resize images using commands such as “image size” and “scale.”
Don’t be afraid of white space to showcase your art.  White space guides the eye and makes the other components stand out.  Too much and your viewer's eye will wander.  Too little and the result is confusion. 
Keep the text brief and simple.  The name of the event, date, time, location and ticket information, if applicable, are the key elements and should appear in large type.   List the church’s website address and/or contact information for those who want more details.   
 Typefaces
Type is a critical element of poster design. Viewers can’t read small type from a distance.  Poster titles should be at least 60-point type.  Use 24-point type or larger for the text.  Photo captions can be 18 point. 
Use a boldface font—not underlining—for emphasis.  Underlining actually makes words more difficult to read.  
For maximum effect, limit yourself to three or fewer fonts.  Choose typefaces that contrast and are fairly distinct.  Example: a san serif type like Helvetica or Arial contrasts well with a serif type like Times Roman or Palatino Linotype.  Care should be taken not to overuse bold and italics as they can differ widely from their parent typeface.  Red type is also difficult to read.
Limit the use of decorative fonts. (Examples: Playbill,  Broadway, Casteller, Lucinda Calligraphy, and Vivaldi.)  In many cases, a decorative font is not necessary. 	
If there are other prominent design elements, such as a photograph or other art, a simple font and a variation of it is all that is needed to get your message across.  If you do choose a decorative font, use it sparingly, such as for a single word or two of a heading.  Balance a decorative typeface with a cleaner, secondary typeface such as Arial or Tahoma. 
The drop shadow effect can look blurry at large magnifications and is best avoided.  Using all capital letters in posters, like in e-mail, can translate as “unfriendly.”  It’s better to stick to standard case just as you would in a normal sentence. 
 Color
Colors can have a positive or negative influence.  Warm colors carry more weight visually than cool colors.  Oranges and reds jump out at us, while blues and greens tend to recede.  Therefore, a large area of a cool color is needed to balance a small area of a warm color.  In most cases, the background of your poster should be a solid color rather than a pattern. 
Use imagery that complements the color tones.  Or, tie your color scheme to the colors in the photograph or other artwork.  Be aware of the connotations that certain colors and color combinations carry.  Black and orange, for instance, evoke Halloween, while red and green are associated with Christmas.
There should be a color contrast between text and background.  For example, light green text on a pale lavender background can be almost as hard to read as if they were the same color.  (See example below.  Can you read the text in the two lower boxes?)
[image: Box demonstrates the readablity of text and background displayed with proper contrast vs the same elements displayed in colors of the same weight.]



Conclusion

No matter what medium you choose, stick to the essentials and be mindful of deadlines.  UUCT can do a lot of good for the community; letting the community know about us is the first step.  If you use the tips found in this media guide, your message has a much greater chance of reaching the wider Tallahassee community. 
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