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Timeline for Media Involvement


Depending on their nature and deadlines, media outlets have different criteria for when they are to be contacted with newsworthy information. This timeline includes guidelines for each of three publicity options: calendar listing, media advisory and press release. Most likely you will use only one of these options — don’t feel compelled to use more than one. Follow this timeline according to your media plan. If you are having trouble deciding which option to use for your event or project, contact the Guild Association for input.
Two months prior: Send calendar listing announcement to local magazines. For example: Seattle Magazine, Seattle Metropolitan Magazine, Seattle’s Child. If you have any questions, contact Children’s Media Relations staff.

Six weeks prior: 

· Start thinking about your media relations outreach.
· Establish media objectives. 

· Contact your guild association project manager to put together a plan and timeline.
Two weeks prior: If the event is on hospital grounds and media are invited to attend, contact Children’s Media Relations staff and attach your media advisory for approval.
Ten business days prior: Send calendar listing announcement to local papers.
Two to three business days prior: Send media advisory to local broadcast and print media.
15 minutes prior: Children’s staff obtain signed consent forms from all patients attending the event.
♦ Day of the event or project 

One to two days after: 

· Send a press release recapping the event and announcing the amount raised for Seattle Children’s Hospital.

· Evaluate media coverage to decide what to keep or change for next year.
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