
	

Spreading the Word | 3 Steps to Working with the Media 
 
For many departments without a PIO, dealing with the media may seem 
daunting. Fortunately, when it comes to telling a story that benefits the 
community it doesn’t need to be painful. In fact, it can be satisfying to showcase 
the important work your department is doing to save lives. 
 
And sharing the news can be easy as 1-2-3. 
 

1. Narrow your targets: Identify a reporter or two from a local newspaper, 
radio station or TV station who has covered community news or fires and 
reach out to them. If you already know them you’re halfway there. If you 
don’t, you can sometimes find his or her email address at the bottom of a 
news story as a way for sources to send a news tip. If it's not there, you 
can simply call the newspaper and ask for the email address of the 
specific reporter and a news editor. Explain you are from the local fire 
department and want to share some news.   
 
2. Shoot them an email:  Send an individual email to the reporters you 
are focusing on. You can just cut and paste below if you want, just adding 
the appropriate names. Or write your own note. Keep it short and attach 
the press release you downloaded and personalized from this press kit.  
 
 

Subject: Fire Department warning residents to close their doors  
  
Dear xx 
 
I thought you would appreciate this important local news. As you may 
know, home fires are accelerating faster than ever and most occupants 
have only about three minutes to escape. So our department is waging an 
important campaign to implore residents to slow the speed of that fire, 
protect themselves and their possessions by closing the doors inside their 
home. Please see the attached press release.  
 
To help your story we’d also be happy to have you join us when we talk 
with the xx school next week or visit us at the firehouse to add some 
photos to the story. 
 
We hope you can help us spread what is a very important message that 
could potentially save lives. 
 
Thanks,  
Xx 
(add phone number here) 

 



	

 
3. Follow up:  Reporters are often stretched thin, juggling multiple story 
assignments. So if you don’t hear back from the reporter by the next day 
pick up the phone and call. Just introduce yourself and explain you’re 
following up on an email you sent about an important campaign from the 
fire department.  

 
If you have any questions or encounter an issue please feel free to connect with 
our communications team. They can lend a hand. Just email them at 
http://news@closeyourdoor.org	


