
Starwood Media Request Policy
As you pitch stories to media and/or follow-up on previously distributed releases, you might encounter reporters who want to develop a story.  If this reporter is from a national media outlet – i.e. magazine, industry publication, network TV news program, national radio program, or high-profile newspaper (i.e. USA Today, Wall Street Journal, etc.) – then the media request must go through Starwood’s corporate PR department.

If the reporter wants to do a story, below is the process you should follow:

Step 1

Find out the following from the reporter:

· Angle of the story

· Types of interviews he/she is looking to secure

· Specific questions he/she is looking to get answered

· Deadline

· When the story is slated to run/air

· Direct phone number

· E-mail address

Step 2

Inform the reporter that you are going to relay all of this information immediately 

to Starwood’s corporate PR department, who will then call you back to answer all questions.

Step 3

Compile an e-mail with answers to all of the bulleted questions in Step 1 and 

send to your brand’s Starwood corporate PR contact.  After sending, follow-up with a phone call to confirm receipt.  If necessary, track the corporate PR contact down via cell phone to ensure that this media request is responded to quickly.

Step 4

Starwood corporate PR to contact the reporter and take over the process from 

here.
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