Preparing a Public Service Announcement (Radio)

· Provide the most essential information in as few words as possible.

· Use short, simple, active voice sentences.

· Radio stations appreciate receiving two versions of a PSA, a 15-second version and a 30-second version. This allows the announcer flexibility to fit the PSA into unexpected ‘down time.’ The 15-second version addresses the most essential facts: who, what, when, where, why, and how much? The 30-second version can briefly elaborate on the most pertinent details. Read the announcement aloud in a slow, even manner to gauge its length.

· Repeat the sponsoring organization’s name at least once.

· Always conclude the PSA with contact information, usually a phone number, although useful website addresses may also be used. Close with a statement like, “For more information call …” or “ To learn more, visit www…” 

· Some radio station provide online PSA submission forms- use them whenever possible. When online forms are not available, submit the PSA as if it were a Press Release to the ‘Public Affairs Director.’ Research the radio station’s PSA submission preferences and guidelines and follow them, e.g. preference for faxes, e-mail, traditional mail.

· Listen to the stations where PSAs were submitted and critique the effectiveness of your PSA. Does it convey all the relevant facts? Does it sound stilted or rambling? Could the information have been arranged more logically?

