New Property/Phase 1/Step 2 Distribution Guidelines
Task:  Draft hotel announcement release

E-mail the hotel announcement release to the media outlets listed below.  In addition, note that some media outlets will also forward the release on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel and/or commercial real estate industries; travel reporters that cover the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Include local business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.

· Local city newsletter – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
# # #
New Property/Phase 2/Step 2 Distribution Guidelines
Task:  Coordinate media relations for groundbreaking event
Construction Milestone/Topping Off Release (if applicable)

· If doing just a construction milestone release, e-mail it to the media outlets listed below.  In addition, note that most media outlets will also forward the release on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel and/or commercial real estate industries; travel reporters that cover the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Include local business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.

· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· If doing a topping off photo opportunity alert, e-mail it to the following media outlets at least 1-2 days in advance of the event, except where noted:
· Daily publications – target photo desk and copy the business and travel editors, as well as business and travel reporters that cover the hotel and/or commercial real estate industries
· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.  Include local business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· TV stations – target news assignments editors; re-fax the alert on the morning of event, as well
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership online postings and e-mail blasts
· If doing a post-topping off photo release, e-mail the release (along with a link to access online photos and cutlines) to the media outlets listed below.  In addition, note that most media outlets will also forward the release and photos on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel and/or commercial real estate industries; travel reporters that cover the hotel industry
· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Include local business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor
· TV stations – target news assignments editors
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
Updated Hotel Announcement Release (with teaser groundbreaking info included)
E-mail the updated hotel announcement release, with teaser information on the groundbreaking event, to the media outlets listed below.  In addition, note that most media outlets will also forward the release on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel and/or commercial real estate industries; travel reporters that cover the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Include local business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts

Groundbreaking Event Media Alert

· E-mail the groundbreaking event media alert to the following media outlets at least 1-2 days in advance of the event, except where noted:

· Daily publications – target business section editors; business reporters that cover the hotel and/or commercial real estate industries; travel reporters that cover the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.  Include local business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.
· TV stations – target news assignments editors; re-fax on the morning of the event, as well
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.

Groundbreaking Event Release/Press Kit
Distribute a hard copy of the groundbreaking release to any media that are in attendance at the event.  Let them know that you will e-mail them an electronic copy of the entire kit (including the groundbreaking release) following the event, along with a link to access online post-event photos and cutlines.
Post-Groundbreaking Photo Release and Cutline
· Following the event, e-mail the groundbreaking release (along with a link to access online photos and cutlines) to the media outlets listed below.  In addition, note that most media outlets will also forward the release and photos on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel and/or commercial real estate industries; travel reporters that cover the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Include local business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors 
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts

Groundbreaking Press Kit
· E-mail an electronic copy of the press kit (along with a link to access online photos and cutlines) to key media who did not attend the event.
# # #

New Property/Phase 3/Step 4 Distribution Guidelines
Task:  Coordinate media relations 
Press materials on general hotel news
· Draft press releases on the following (where appropriate) and distribute as listed below.  In addition, note that most media outlets will also forward the release on to their Web site editors for online posting:
· Personnel announcement release on appointment of GM and Director of Sales/Marketing (DOSM)
· Daily publications – target business reporters who handle the personnel announcements
· Weekly publications – target general editors; include local business journals (target reporters that handle the personnel announcements)
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts

· Other personnel announcement releases (i.e. celebrity chef) 
· Daily publications – target business reporters who handle the personnel announcements
· Weekly publications – target general editors; include local business journals (target reporters that handle the personnel announcements)
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Other -- Depending on nature of new hire, the release might go to an additional editor/reporter at a daily and/or weekly publication (i.e. celebrity chef announcement release would go to food editors, etc.) 
· Restaurant/bar press release
· Daily publications – target food editors; weekend section editors; society reporters
· Weekly publications – target general editors; possible restaurant reviewers and society reporters; include local business journals (target hotel/restaurant industry reporters)
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor
· TV stations – target news assignments editors 
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Featured amenities release (i.e. spa)
· Daily publications – target travel editors; travel reporters that cover the hotel industry; lifestyle editors
· Weekly publications – target general editors; include local business journals (target hotel industry reporters)
· Magazines – target general editors unless there is a specific travel/hospitality section editor; other section editors depending on amenity

· TV stations – target news assignments editors 
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Group meetings/banquets release
· Daily publications – target business editors; business reporters that cover the hotel industry
· Weekly publications – target general editors; include local business journals (target hotel/restaurant industry reporters)
· Local meeting planners associations – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Leisure/weekend traveler package release
· Daily publications – target travel editors; travel reporters that cover hotel industry; lifestyles editors; weekend section editors; possible society reporters (depending on property)
· Weekly publications – target general editors; possible society reporters (depending on property and whether publication has a society section); include local business journals (target hotel/restaurant industry reporters)
· Magazines – target general editors, unless there is a specific travel/hospitality section editor
· TV stations – target news assignments editors 
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Personnel openings release
· Daily publications – target business reporters who cover the personnel announcements
· Weekly publications – target general editors; include local business journals (target reporters that cover the personnel announcements)
General hotel release (with teaser info on ribbon-cutting event)

E-mail the general hotel release, with teaser information on the ribbon-cutting event, to the media outlets listed below.  In addition, note that most media outlets will also forward the release on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry

· Weekly publications – target general editors; if the paper is large enough, there might be a more relevant section editor (i.e. business); include local business journals (target hotel and/or commercial real estate industry reporters)
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online posting and e-mail blasts
Media materials for ribbon-cutting event
· Ribbon-cutting event calendar listing – E-mail the calendar listing to the media outlets listed below according to the timeline.  In addition, note that most media outlets will also forward the listing on to their Web site editors for online posting:
· Daily publications – target calendar and events editors; if business and travel sections have calendar/events section, send to those editors too
· Weekly publications – target calendar and events editors; if business journals have a calendar/events section, send to those editors
· Magazines – target calendar and events editors
· Ribbon-cutting event media alert – E-mail to the following media outlets at least 1-2 days in advance of the event, except where noted:

· Daily publications – target business section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Include local business journals (target hotel industry reporters).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· TV stations – target news assignments editors; re-fax on the morning of the event
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.

· Ribbon-cutting event release/press kit – Distribute a hard copy of the ribbon-cutting release to any media that are in attendance at the event.  Let them know that you will e-mail them an electronic copy of the entire kit (including the ribbon-cutting event release) following the event, along with a link to access online post-event photos and cutlines.
· Post-ribbon-cutting event photo release and cutlines – Following the event, e-mail the ribbon-cutting event release (along with a link to access online photos and cutlines) to the media outlets listed below.  In addition, note that most media outlets will also forward the release and photos on to their Web site editors for online posting:  

· Daily publications – target business and travel section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry

· Weekly publications – target general editors; if the paper is large enough, there might be a more relevant section editor (i.e. business); include business journals (target hotel and/or commercial real estate reporters)
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors 
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer. 
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
Ribbon-cutting press kit  
· E-mail an electronic copy of the press kit (along with a link to access online photos and cutlines) to key media who did not attend the event.  
Pitch unique story ideas regarding the property

See PR Basics 
document for ideas on which types of reporters to pitch for various stories.  

Host press visits
See Coordinating Media/VIP Property Tours
 document for ideas on which types of reporters to pitch for on-site press visits.
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New Property/Phase 4/Step 2 Distribution Guidelines
Task:  Coordinate media relations for grand opening event

Grand Opening Calendar Listing

E-mail the grand opening event calendar listing to the following media outlets according to the timeline.  In addition, note that most media outlets will also forward the listing on to their Web site editors for online posting:

· Daily publications – target calendar and events editors; if business and travel sections have a calendar/events section, send to those editors, too
· Weekly publications – target calendar and events editor; if business journals have a calendar/events section, send to that editor 

· Magazines – target calendar and events editors
Grand Opening Event Media Alert

· E-mail the grand opening event media alert to the following media outlets at least 1-2 days in advance of the event, except where noted:

· Daily publications – target business section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry; society reporter
· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business, society).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.  Include business journals (target the hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.

Grand Opening Event Release
Distribute a hard copy of the grand opening release to any media that are in attendance at the event.  Let them know that you will e-mail them an electronic copy of the release following the event, along with a link to access online post-event photos and cutlines.
Post-Grand Opening Event Photo Release and Cutline

· Following the event, e-mail the grand opening release (along with a link to access online photos and cutlines) to the media outlets listed below.  In addition, note that most media outlets will also forward the release and photos on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry; society reporters
· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business; society)

· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
# # #

Transition Property/Hotel Opening Announcement/Step 2 Distribution Guidelines
Task:  Draft hotel opening announcement release

E-mail the hotel announcement release to the media outlets listed below.  In addition, note that most media outlets will also forward the release on to their Web site editors for online posting:

· Daily publications – target business and travel section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry

· Weekly publications – target general editors; if the paper is large enough, there might be a more relevant section editor (i.e. business); include local business journals (target hotel and/or commercial real estate reporters
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.

· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
# # #

Transition Property/Hotel Opening Announcement/Step 4 Distribution Guidelines
Task:  Draft/distribute press materials on general hotel news

PR Opportunities When Flip Happens Immediately
Draft press releases on the following and distribute as listed below.  In addition, note that most media outlets will also forward the release on to their Web site editors for online posting:

· Installation of hotel signage photo opportunity
· Daily publications – target photo desk and copy the following:  business editors and reporters that cover hotel and commercial real estate industries; travel section editor and reporter that covers the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.  Include business journals (target hotel and/or commercial real estate reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· TV stations – target news assignments editors; re-fax on the morning of the event
· Note – If you decide to send out a photo and cutline after the fact, e-mail the above media (except the photo desk at daily publications) with the link to access online photos and cutlines.

· Personnel announcement press release on appointment of GM and Director of Sales/Marketing (DOSM)
· Daily publications – target business reporters who handle the personnel announcements
· Weekly publications – target general editors; include local business journals (target reporters that handle the personnel announcements)
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online posting and e-mail blasts
PR Opportunities When Flip Will Take Several Weeks/Month to Happen
Draft press releases on the following (where appropriate) and distribute as listed below.  In addition, note that most media outlets will also forward the release on to their Web site editors for online posting:
· Renovations announcement press release (more detailed description of the upgrades being made, if applicable)
· Daily publications – target business and travel section editors; business reporters that cover the hotel and commercial real estate industries; travel reporters that cover the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Include business journals (target hotel and/or commercial real estate industry reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor
· TV stations – target assignments editors
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Installation of hotel signage photo opportunity (when it occurs)
· Daily publications – target photo desk and copy the following:  business editors and reporters that cover hotel and commercial real estate industries; travel section editor and reporter that covers the hotel industry

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.  Include business journals (target hotel and/or commercial real estate industry reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· TV stations – target news assignments editors; re-fax on the morning of the event

· Note – If you decide to send out a photo and cutline after the fact, e-mail the above media (except the photo desk at daily publications) with the link to access online photos and cutlines.

· Personnel announcement press release on appointment of GM and Director of Sales/Marketing (when it occurs)
· Daily publications – target business reporters who handle the personnel announcements
· Weekly publications – target general editors; include local business journals (target reporters that handle the personnel announcements)
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Other key personnel announcements press release
· Daily publications – target business reporters who handle the personnel announcements
· Weekly publications – target general editors; include local business journals (target reporters that handle the personnel announcements)
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Other -- Depending on nature of new hire, the announcement release might go to an additional editor/reporter at a daily and/or weekly publication (i.e. celebrity chef announcement release would go to food editors, etc.) 
· Hotel fact sheet (once hotel is officially open)
· Renovated rooms photo opportunity
· Daily publications – target photo desk and copy the business and travel section editors, as well as business and travel reporters that cover the hotel and commercial real estate industries
· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.  Include business journals (target hotel and/or commercial real estate industry reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· TV stations – target news assignments editors; re-fax on the morning of the event
· Note – If you decide to send out a photo and cutline after the fact, e-mail the above media (except the photo desk at daily publications) with the link to access online photos and cutlines.

· Group meeting/banquets press release (if applicable)
· Daily publications – target business editors; business reporters that cover the hotel industry
· Weekly publications – target general editors; include local business journals (target hotel/restaurant industry reporters)
· Local meeting planners association – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
· Leisure/weekend traveler package press release (if applicable)

· Daily publications – target travel editors; travel reporters that cover hotel industry; lifestyles editors; weekend section editors; possible society reporters (depending on property)
· Weekly publications – target general editors; possible society reporters (depending on property and whether publication has a society section); include local business journals (target hotel industry reporters)
· Magazines – target general editors, unless there is a specific travel/hospitality section editor
· TV stations – target assignments editors
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Restaurant/bar press release (if applicable)
· Daily publications – target food editors; weekend section editor; society reporters
· Weekly publications – target general editors; possible restaurant reviewer; include local business journals and the reporter that handles hotel/restaurant industry; possible society editors/reporters

· Featured amenities press release, such as spa (if applicable)

· Daily publications – target travel editors; travel reporters that cover hotel industry; lifestyle editors
· Weekly publications – target general editors; include local business journals (target hotel industry reporters)
· Magazines – target general editors unless there is a specific travel/hospitality section editor; other section editors depending on amenity

· TV stations – target assignments editors
· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer. 

· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
# # #
Transition Property/Grand Opening Event/Step 2 Distribution Guidelines
Task:  Coordinate media relations for grand opening event

Grand Opening Calendar Listing
E-mail the grand opening event calendar listing to the media outlets listed below according to the timeline.  In addition, note that most media outlets will also forward the listing on to their Web site editors for online posting:

· Daily publications – target calendar and events editors; if business and travel sections have a calendar/events section, send to those editors, too
· Weekly publications – target calendar and events editors; if business journals have a calendar/events section, send to that editor 

· Magazines – target calendar and events editors
Grand Opening Event Media Alert

· E-mail the grand opening event media alert to the following media outlets at least 1-2 days in advance of the event, except where noted:

· Daily publications – target business section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry; society reporter

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business, society).  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.  Include business journals (target hotel and/or commercial real estate industry reporters).
· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor.  Try to e-mail 4-5 days in advance since they operate on a different schedule with fewer staff than daily papers.

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.

Grand Opening Event Release
Distribute a hard copy of the grand opening release to any media that are in attendance at the event.  Let them know that you will e-mail them an electronic copy of the grand opening release following the event, along with a link to access online post-event photos and cutlines.
Post-Grand Opening Event Photo Release and Cutline

· Following the event, e-mail the grand opening release (along with a link to access online photos and cutlines) to the media outlets listed below.  In addition, note that most media outlets will also forward the release and photos on to their Web site editors for online posting:
· Daily publications – target business and travel section editors; business reporters that cover the hotel industry; travel reporters that cover the hotel industry; society reporters

· Weekly publications – target general editors.  If the paper is large enough, there might be a more relevant section editor (i.e. business; society)

· Magazines – target general editors unless there is a specific business and/or travel/hospitality section editor

· TV stations – target news assignments editors

· Radio stations – target news directors and/or business reporters.  Station might have special programming dedicated to local business news, and if so, target that show’s producer.  
· Local city newsletters – target editors
· Local chambers of commerce, economic development organizations, tourism groups – target communications departments for inclusion in membership newsletters, online postings and e-mail blasts
# # #
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