
Your news
is the news we want.

We’ve compiled these guidelines to help you communicate with our newsroom
more effectively—because your news is the news we want.

Ask yourself — is it news?
Stick to the facts when preparing a news release. You
may want to consider these questions: What’s the
news? Who’s involved? Where’s it happening? Why’s it
happening? And when? Leave out statements that are
merely promotional. If the news is negative, it’s best to
be upfront with the information to avoid damaging your
credibility.

Emphasize the benefits and significance of the news.
It always helps to know what types of information are
of interest to editors. Ask yourself: Is your news item
unusual? Does it reflect an interesting or important
change? Is it part of a larger trend? Does it have any
significance? To whom? Does it have a connection to
history? Does it have name recognition? Is it a first-time
event?

Keep it simple.
With all of the information we sort through on a daily
basis, we welcome brevity and conciseness. Stick to your
point, keep the news release simple and leave out super-
fluous information. No need to draw any conclusions or
play up any aspects of the news item with superlatives.
Put another way: we prefer a plain, unfrosted sheetcake
to a three-tiered, decorated and frosted triple chocolate
mousse cake!

Accuracy is essential.
Always double-check the facts contained in your news re-
lease before submission. Remove anything that doesn’t
check out. Remove any statements that editorialize or
that could be considered exaggerations. Stick to the
facts.

Always do your homework.
Submitting your resume to the wrong person can really
slow down the job application process. Same goes for
your news release. Submitting it to the wrong person or
wrong department at the newspaper means we’ll likely
not be able to act on your news, particularly if the infor-
mation is time-sensitive. So please do yourself and your
organization a favor: always identify the correct person to
receive the news release before you submit it. Contact
information for each section editor is on the front page
of each section. Inquire about deadlines, addresses, and

any requirements in advance. If contacting the newspa-
per by phone, be fully prepared to answer any questions
put to you by newspaper staff by having your facts ready
and at hand. You may find it useful to keep a talking
points list with you if speaking with newspaper staff over
the phone—the busy news staff member will appreciate
your preparation.

Use the correct format.
Please date your news release, so that editors will be
aware of the timeliness or urgency of the information.
Double space your submission, so editors can mark for
changes. Keep releases to a maximum of two pages.

Make sure your contacts are informed and helpful.
The name at the top of the release should be the con-
tact person, who should be fully informed about every
aspect of the program or service. He or she should be
willing to drop everything to get the editors what they
need for the article. Make sure that whoever is named in
the release has a file of information at his or her finger-
tips and is authorized to answer questions.

Customize the release to target different markets.
Emphasize the local connection at the beginning of the
news release. It usually takes only a rewrite of the lead
paragraph to make the difference.

Provide a minimum of two weeks notice.
On significant events and programs, send a release a
month before the event and follow it up with another re-
lease two weeks before. If you could not have predicted
the event, try to give 24 hours notice or as much as
possible.

Follow up with a phone call.
Call to make sure the release has been received. If not,
ask if another should be sent. Ask if anything else is
needed. Become a key source of information on your
industry, not just your own group, and alert editors to
significant events.
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Contacting
the Richmond Times-Dispatch

MANAGE YOUR SUBSCRIPTION
(804) 644-4181
(800) 468-3382
circulation@timesdispatch.com

To subscribe visit inRich.com and click on the Richmond Times-
Dispatch tab and then “Subscribe to The Times-Dispatch,” or
call the numbers above. Call, or visit inRich.com, to schedule
vacation stops and restarts, find retail locations, report
newsstand concerns or request Markets Review (weekly stock
tables). Just click on “Times-Dispatch Services.”

GENERAL INFORMATION
(804) 649-6000 or inRich.com

NEWS
Submit a news release, event listing, announcement
or notice.

(804) 649-6990 or (804) 649-6331
news@timesdispatch.com

EDITORIAL
Submit letters to the editor or an article for the Op/Ed Page,
the Editorial Page or the Sunday Commentary Section.

Editor of the Editorial Pages
P.O. Box 85333
Richmond, VA 23293
letters@timesdispatch.com or oped@timesdispatch.com
Fax (804) 819-1216

CLASSIFIED ADVERTISING
Find a job, pet or dream home. Sell your car, house boat and
more. Ads for items under $150 are free for individuals in our
Cool Cheap Stuff section.

(804) 643-4414
(800) 468-3383
classified@timesdispatch.com

OBITUARIES
Paid Obituaries, Death Notices, In Memoriam, Cards of Thanks

(804) 643-4414
paidnotices@timesdispatch.com

ANNOUNCEMENTS
Wedding or engagement

(804) 649-6825, information and forms available
at inRich.com

Golden Anniversary, Eagle Scout or Girl Scout Gold Award
(804) 775-8167 or inRich.com

NEWSPAPER IN EDUCATION
NIE provides newspapers for classroom use and organizes the
Richmond Times-Dispatch Spelling Bee.

(804) 649-6901
ppowell@timesdispatch.com

COMMUNITY SPONSORSHIPS
Request sponsorship of your event or organization.

(804) 649-6327
tedwards@timesdispatch.com

HOW TO REACH US

BUY PHOTOS
Photos taken by Times-Dispatch photographers are available for
purchase at inRich.com.
Great for gifts, keepsakes or home décor.

Visit inRich.com, keyword search: buy photos
(804) 649-6285

ARTICLE REPRINTS
Order reproductions of articles suitable for framing.

(804) 649-6273

NEWSPAPER ARCHIVES
(804) 649-6224
Visit inRich.com, click on “Services” and then “Archives.”

INRICH.COM
For Daily Email News Updates, Weekly Event E-Lerts,
or Daily Weather E-Lerts

Visit inRich.com and click on “Newsletters.”

PRESS PASS COUPONS & CONTESTS
Visit inRich.com, click on “Contests/Promotions” for contests
and a list of upcoming Press Pass Coupon discounts.

OUR LOCATIONS
Visit us to purchase back issues of The Times-Dispatch, place
classified ads (downtown only), or purchase Times-Dispatch
merchandise.

Downtown—300 E. Franklin St.
Richmond, VA 23219 • 8:30 a.m. – 6:00 p.m.
Hanover—8460 Times-Dispatch Blvd.
Mechanicsville, VA 23116 • 8:30 a.m. – 1:30 p.m.

ELECTRONIC EDITION
Have The Times-Dispatch Electronic Edition delivered to your
desktop as it appears in print. Purchase a subscription or a
single copy. Great for travelers!

Visit inRich.com, click on the Richmond Times-Dispatch
tab and select “E-Edition.”

SERVICES




