Media Directives 
International Virtual Assistants Day (IVAD) and the Online International Virtual Assistance Convention (OIVAC) are very special events for our industry. Not only are we showing the world just how much our industry has matured over the last 15 years, but we’ll also be showing them where we’re going in the future. 

Many of our potential clients, vendors and future virtual assistants still do not know enough about the industry. We want to change this and the OIVAC Media Committee will be working hard to promote these two events to the overall media. However, we can gain even more awareness if you are willing to help the OIVAC Media Committee by distributing press releases to the local media in your community, as well. By working together, we increase the number of story angles the media can use to spotlight our industry. We’ll be giving them the national and international angle, but each of you will be providing the local angle. In the end, anytime a virtual assistant anywhere receives press coverage, we will be projecting an image of our industry around the world. 

Here on the website you will find press release templates already written for you. All you need to do is read the directives below and fill in your information where indicated. You, of course, are not required to use these press release templates, but if you do not have a lot of experience in contacting the media, the templates work well because most of the work already has been done for you. 

Thank you so much for your constant support. 

Sincerely, 

The OIVAC Media Committee 

media@oivac.com 
Directives for Submitting Press Releases to the Media 
1. 
Select between two different press release templates. 

2. 
Since most of the press release has already been written for you, simply complete the areas in “red” with your personalized information. If you feel comfortable doing so, you can edit this release further to suit your needs. These releases merely serve as guides for VAs who possess little experience in gaining media coverage. 

3. 
Cut and paste the release to your own company letterhead. Fill in all of the text in “red,” spell check and proofread your final document to catch any typos or errors. Make sure the release is “gender specific”. Finally, save your document and print it out. Proof your document one last time – you can never proofread it too many times. 

4. 
Once the press release has been completed, download the International Virtual Assistants Day logo and creed and add them to your website homepage and the press release to the area you normally place press releases. 

5. 
Submit your press release to various press release sites, but ONLY target the cities located closest to your community. For example, if you live in Evanston, Illinois, target the Chicago area. Note: Even if you reside in a community near other VAs, please submit the release. More media contact creates synergy and momentum around the event and may increase the media’s interest in the celebrations.

6. 
Additionally, it is very important that you complete a search for all of the community/local newspapers, radio and television stations in your area. Only submitting to online press release sites will most likely NOT get your local coverage. You must do your homework and identify the correct person, in your local media area, to send your release to. This extra effort is very important in obtaining local coverage. Don’t forget cable access programs as well. For example, if you live in Schaumburg, Illinois, grab the Daily Herald, Schaumburg Review, The Business Ledger, etc. 

7. 
For all other news outlets, contact the news department to get the name and direct contact information of a reporter or editor who would be most interested in your story. Also find out where to send your press release and in which format (email or fax). Here’s a sample of what you could say. “Hello may I have your newsroom please.” “Yes, I have a story on the fifth annual Virtual Assistants Convention which will take place on May 20th - 22nd. Who would be the best person for me to send my story? Should I email it and if so may I please have the email address please?” 

8.   Please send your selected press release between April 10 and May 17 to your local media.  You can even send one in April and another, follow up one in May.  We will be contacting large media outlets during these same dates (again building synergy and momentum). The earlier you contact the media the better because if you wait too late, they may not have time to cover your story. 

9. 
For those media outlets that will allow you to submit your press releases online please do so by copying and pasting your release into the form online. 

10. 
If you should be connected through to the reporter immediately, here’s a sample of what you should say? “Hello, I think I may have a story idea for you, but are you currently on deadline? Oh you’re not. Great! My name is Susie Smith and I own One Stop Virtual Assistance Firm in Evanston. On May 20-22, 2010 thousands virtual assistants around the world will participate in the fifth annual Online International Virtual Assistants Convention. This industry has been quietly growing for the last 15 years and has become a great way for women in particular to become business owners and find balance between work and home, especially in these difficult economic times. I thought this story might be of interest to you. May I send/email you my press release? May I follow up with you? Thank you for your time.” 

11. Please jot down the news outlet name, reporter’s name, phone number and/or email address, date of contact and notes and send it to the OIVAC Media committee at media@oivac.com and we will supply local and international industry statistics, demographics, etc., to enhance the article about IVAD, the industry and your business. 

12. If you do not hear from the media in three to five days after sending your release please go ahead and contact them. Before calling try to practice what you will say in case you reach the reporter directly and if you receive their voice mail message. Try to call first thing in the morning before they go on deadline. 

13. If the media decides to run your story, please contact the OIVAC Media Committee to let us know when, so we can add the coverage to the convention media kit. Be sure to display the media coverage on your web site. 

14. Please Note: We are preparing a series of press releases and media advisories. It is important to remember that even though the media may not run an article from your initial contact they may run one between now and the close of the convention and even afterwards. Please forward your media contact information to the Media committee (media@oivac.com) so we may continually reach the appropriate media source to keep the industry celebration in the forefront. The reporter may choose to write an article based on one of the many alternative news angles we are developing. 

If you have any questions, feel free to contact media@oivac.com or info@oivac.com.
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OIVAC

