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What we’ll cover

Why PR?

Step 1: Create your story.

Step 2: Distribute your story.

Step 3: Decide who takes it from here.

Step 4: Confirm when your story is running and amplify it on social media.

Step 5: Evaluate the results.
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Why PR?

PR can:

• Generate awareness of digital/physical services

• Attract new users

• Increase circs

• Promote all aspects of the library 

• Tie into library’s strategic goals
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Why PR?

WHAT DOES THIS MEAN FOR THE LIBRARY?

Increase in budgetIncrease in patrons served
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Determine newsworthy item: 

• Reaching a milestone 

• Adding a new feature

• New initiative 

• Any other ideas

Always include the general message that your library 
has ebooks and audiobooks available for free!

Step 1: Create your story



6

Determine your audience to target your message

• Geographic location: 

✓ One city/town

✓ Multiple cities

• Consider news outlets that cover:

✓ Local/city/community news

✓ Features/entertainment

✓ General assignment

✓ Special interest groups (Mommy bloggers for kids/teens/family topics)

Step 1: Create your story
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Write a press release

• Official statement or story delivered to the 
news media to provide information

• Only used for bigger stories

✓ No more than one every 3-4 months

OR, create a media pitch

• Brief email, phone call, or letter outlining your 
news story to find out if the media contact is 
interested in running the story

Step 1: Create your story
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Step 1: Create your story

Use the OverDrive-provided template for the press 
release or media pitch or create your own

Answer the 5 Ws:

• Who?

• What?

• Where?

• When?

• Why?
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Create a press list

• Keep in mind the audience determined in step 1

• Conduct Internet research or call each news outlet’s 
main line to find contacts

✓ TV: Producer, assignment editor, news desk

✓ Radio: Producer, program director 

✓ Print/online: Editor, local news/metro reporters

Step 2: Distribute your story
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Create an email with the press release or media pitch in the 
body 

• Attaching a document may cause the email to 
bounce back/not be read

• If sending a press release, include a note about what 
this news is and why you’re sending it

Step 2: Distribute your story

Email each individual contact separately

• Personalized emails increase the chances of being 
read (bulk emails often ignored)

• Send Tuesdays, Wednesdays, or Thursdays;  
Avoid Mondays and Fridays

• Follow up to each contact that did not respond one week after sending
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You handle:

• Using one of OverDrive’s templates

✓ Available on Resource Center

✓ Ask your Account Manager

• Creating the press list

• Distributing and following up

Step 3: Decide who takes it from here
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OverDrive’s PR team handles:

• Assigning dedicated PR Specialist

• Creating press release and media list

• Conducting outreach and sending coverage when secured

• Customizing process 

No partner too big or too small!

Step 3: Decide who takes it from here
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When the news outlet agrees to run a story:

• Ask what date the story will run/if they can send you:

✓ Video link

✓ Aircheck (audio file of the on-air story or mentions)

✓ PDF of the page on which your story ran

✓ Link to the online story

Step 4: Confirm when story is running; amplify on social media
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Sharing on library social media accounts:

• Extends coverage/awareness even further

✓ Facebook

✓ Twitter

✓ Instagram

Step 4: Confirm when story is running; amplify on social media
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To evaluate effectiveness:

• Ask yourself: did we hit goals (secure stories in places 
you wanted to)?

• Track how many stories were secured

✓ Can purchase program such as Cision to specifically 
identify impressions/audiences if your director 
requires more advanced reporting (requires $)

Share with your colleagues and your supervisor

Step 5: Evaluate the results




