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As the news reporter for your 4-H 
club, you have a big job ahead.  
By writing good news stories, you 
can help keep parents and other 
people interested in what your 
club does, let people know what 
your club is doing to help your 
community, point out good work 
that will inspire others, and attract 
more young people to 4-H. 

 
What is News? 
 
• News is timely information about unusual and important 

things your club and its members are doing. 
 
 
What is Newsworthy? 
 
• Major announcements/activities 
• New facts 
• Trendy issues 
• Human interest 
• Unusual twists 
• Relation to current news 
• Well-known storylines, like annual community events 
• Is it first?, last?, largest? 
• Awards 
 
 
What is not Newsworthy? 
 
• Meetings, unless something noteworthy happens 
• Decision-making processes 
• Ideas 

MEDIA LOG 
In addition to sending your article to the media, send a copy 
to your  local 4-H Extension Educator:      
E-Mail: __________    Address: ____________   
 

 
 

MEDIA CONTACTS 

 

DATE TITLE SENT TO Documenta-
tion of Media 

        
        

        

        

        

    

    

NAME News-
paper/
Radio/

ADDRESS PHONE E-MAIL 

          

          

          

          

          

          

          

          



News Release Content 
 

• Collect all the information.  Get answers to the six ques-
tions:  Who? What? When? Where? Why? How? 

• Study the facts you’ve collected.  Arrange them in order 
of importance.  Ask: What was most important and inter-
esting about the event? That is the first thing you tell in 
the story. 

• Lead with a short summary of the entire story.  It should 
answer most of the six questions.  Make it attention-
grabbing.  It is the “hook” that leads the reader on. 

• As you build the story, write key points first and leave 
the least important information for last. 

• Use simple, everyday language and words. Be brief and 
clear. Double check spelling. 

• In collecting facts, double check names, dates, times, 
and locations. 

• Leave out opinions and rumors. 
 
 
 
 
 
 
 

Resources 
 

For 4-H Media Resources, go to:  www.4HUSA.ORG 
To share stories with the National 4-H Council, email: 
wow@fourhcouncil.edu 
 
 

 
 

Media Alert Format 
 
 
To attract the attention of the media for an upcoming event 
you may want to submit a Media Alert notice to your local  
media outlets (newspaper, radio, TV).   

• One page maximum 
• Brief but compelling 
• Arouses interest 
• Doesn’t give away story 

 
 

Pitching a Story 
 
Sometimes, as the News Reporter, you may need to call the 
media to ask for coverage for an event or story. This is called 
“pitching a story”.  When you call, be sure to include the fol-
lowing information.  Write it out ahead of time to be sure you 
have everything you need at your fingertips. 

 
• Identify yourself & the organization. 
• Explain why you’re making contact. 
• Ask the person if he/she is the correct person and if 

he/she has time to talk. 
• Cover who, what, where, when, and why. 
• Provide relevance — why should they care? 
• Tell what access you can offer, such as other people 

you can put them in contact with who are involved in 
the story) 

• Ask for what you want.  For example:  a reporter to at-
tend the event, a photographer, etc. 

• Ask how best to follow up. 

Always take notes! 



Sample News Release 
 

 
  

For Immediate Release 
 

Flood Victim Helped 
 
On Saturday June 12, the Hilltop 4-H Club gathered at the home of 

Mary Diaz in Dayton to clean up the damage done to her home by 

the recent flooding.  As part of the club’s community service project, 

ten members and two club leaders gathered water-soaked belong-

ings, raked the yard and bagged trash. 

“It was a long day,” Aaron Gimple, a 4-H member said, “but it was 

worth it!  She really needed our help”   

Ms Diaz was very pleased with the results and said “I never could 

have done this without their help.” 

 
4-H is the youth development program of University of Massachu-

setts Extension.  If you would like more information about 4-H,    

contact www.mass4h.org or call 1-800-374-4446. 

“end” 
 
Contact: Evelyn Singe 
  Telephone 
  Cell phone 
  Email address 

News Release Format 
 

• Double space the text. 
• Do not indent paragraphs. 
• Double the spacing between paragraphs. 
• Use wide margins. 
• Use Times New Roman font in size 10 or 12. 
• Keep sentences under twenty words and paragraphs 

under sixty. 
• Provide contact information. 
• Begin with “For immediate release” or date and release 

time. 
• Use a short headline – contents at a glance. 
• Paragraph One: 

1. Begin with the dateline. 
2. Must contain the five “W’s” and the “how”. 
3. Include important facts. 

• Paragraph Two – essential background information and 
the names of key characters or sources. 

• Paragraph Three – further description(s). 
• Paragraph Four – concise summary. 
• Contact Information – name, telephone, cell, email (Be 
sure you have the person’s permission.)  Type “-more-“ at 
the bottom if it is more than one page.  End with “###” or 
“-end-“ in the center of the page. 
 
 
 


