Georgia Cities Week
Ideas and Tips for Publicizing Your Activities

To enhance statewide media coverage of Georgia Cities Week, please inform
GMA about your local activities so we may help coordinate media coverage. Call
Amy Henderson at (678) 686-6226 or, outside the Atlanta area, (888) 488-4462
(toll free). You may also e-mail Amy (ahenderson@gmanet.com).

v Meet with the editor/publisher of your local newspaper(s), radio and television
stations as well as the reporter(s) who typically cover city government, to brief
them on Georgia Cities Week.

1. Discuss the reasons for Georgia Cities Week and the activities your city will
sponsor.

2. Explore opportunities to partner with the media to help promote your activities.
3. Encourage the newspaper(s) to publish stories on different aspects of city
government. The stories can run before Georgia Cities Week and/or during the
week. Ideas include: profiles of city leaders and employees, updates on new
developments with city services, important events in your city’s history, etc.

4. Continue to keep them regularly informed about Georgia Cities Week
activities.

Timeline: Begin mid March-early April.

v Contact local radio/television stations (typically, the producers of news and talk
shows) to schedule appearances for city officials to appear on talk and/or news
shows and discuss city government (e.g., an "Ask the Mayor" show to answer
questions from city residents). For best results, it's recommended to schedule
appearances during Georgia Cities Week or the week before. Call the
assignment editor at the radio/television station to pitch them on covering specific
activities during Georgia Cities Week.

Timeline: At least three (3) to four (4) weeks in advance of the desired
appearance date on talk and/or news show. Call the assignment editor one (1) to
three (3) days in advance of a specific activity, as well as the day of the activity.

v Schedule an editorial board meeting with your local newspaper(s) to formally
discuss your city and the city’s involvement with Georgia Cities Week.

Timeline: Depending on your newspaper(s) deadlines, this meeting should occur
at least one (1) to two (2) weeks prior to Georgia Cities Week. Try to schedule
this meeting two (2) to three (3) weeks in advance.

v Write a guest editorial that talks about Georgia Cities Week and the
importance of cities, and submit it to your newspaper(s) editor or opinion page
editor for use during Georgia Cities Week.

Timeline: Submit the guest editorial at least two (2) weeks in advance.

v Send a letter-to-the-editor to your local newspaper(s). (A sample letter is



provided. You are encouraged to adapt it as needed.)
Timeline: Submit approximately one (1) week in advance. Note: Be sure to verify
the deadline and requirements for submission.

v' Send a media advisory to alert them to upcoming activities and a press
release(s) to publicize your activities. (A sample press release is provided. You
are encouraged to adapt it as needed.)

Timeline: Send one (1) to three (3) days in advance of an event, subject to
deadlines. If the information in the release is time sensitive, or a surprise
announcement, you may tell the media that the information is embargoed for use
until a certain date and time.

v" Place and highlight your activities on your web site, with a link to GMA’s
Georgia Cities Week web page. Note: Be sure to put your website address on
ALL communications with the media!

Timeline: As soon as activities are formalized and announced.

v’ Place and highlight announcements about your activities on your community
public access television station.
Timeline: As soon as activities are formalized and announced.

v Take photographs and/or videotapes of your activities. Submit them to your
local newspaper(s) and to GMA for a Georgia Cities Week display at the Annual
Meeting.

Timeline: Prior to and during Georgia Cities Week.



