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A former t r a v e l  promoter and f r ee l ance  p u b l i c i s t  looks 
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P rov inc i a l  Archives of New Brunswick. 

Do you know what t h e  p u b l i c  wants of  your i n s t i t u t i o n ;  and does t h e  
pub l i c  know what you have t o  o f f e r ?  

That, i n  b r i e f ,  . i s  t h e  two-way give-and-take whlch your Pubi lc  Reia- 
t i o n s  can and should provide.  I f  you can g ive  c l e a r  a f f i rma t ive  answers 
t o  both p a r t s  of t he  ques t ion ,  your i n s t i t u t i o n  i s  on sound ground. o the r -  
wise,  your p o s i t i o n  may need some re-assessment. 

You can p l o t  any campaign of adve r t i s ing  o r  pub l i c  r e l a t i o n s ,  l a r g e  
o r  small ,  i f  you can make d e f i n i t e  answers t o  four  ques t ions :  

1. What i s  your message? may be regarded a s  ques t ion  one. I t  i s  a  
ques t ion  t h a t  should and must be answered a t  t h e  d i r e c t o r i a l  l e v e l .  Publ ic  
Rela t ions ,  from t h e  viewpoint of t h e  d i r e c t o r  of  an i n s t i t u t i o n ,  i s  primar- 
i l y  a  matter  of  dec is ion:  

( a )  What o v e r a l l  impression do we wish t o  c r e a t e ?  
(b )  W h  t se rv i ces  do we o f f e r ?  
( c )  Are we p r e s m t i n g  ourse lves  a s  we r e a l l y  a r e ?  I•’ a  d i r e c t o r  

cannot answer t h a t  one i n  t h e  a f f i rma t ive ,  then  t h e r e  i s  need 
f o r  moral, o r  a t  l e a s t  e t h i c a l ,  re-assessment. 

2.  Whom do you wish t o  reach?  We must now assume t h a t  t h e  i n s t i t u t i o n  
has a  PR Off icer  and d i s t r i b u t i o n  of ma te r i a l  should f a l l  l a r g e l y  w i th in  
h i s  f i e l d  of a c t i v i t y .  

From t h e  PR po in t  of view, t h e r e  is not j u s t  one g r e a t  grey  pub l i c .  
There a r e  i n  f a c t  many pub l i c s .  How f a r  do you wish t o  go geographica l ly :  
Your own community? The Province o r  reg ion?  O r  t he  whole country? 
Considered from occupat ional  and i n t e r e s t  groups you have t eache r s ,  s tu-  
dents ,  t h e  p ro fe s s iona l  c l a s s  gene ra l ly ,  w r i t e r s ,  h i s t o r i a n s  and j u s t  
p l a i n  h i s t o r y  bu f f s  . 

Not every s t o r y  should be aimed a t  t h e  same groups. One s t o r y  may 
have a  s t rong  l o c a l  appeal  but  w i l l  not s t and  up na t iona l ly  because t h e  
s imi l a r  t h ing  is being done i n  o the r  p l aces .  But, i f  you have something 
t h a t  i s  unique, g e t  t h e  most ou t  of it. The way your i n s t i t u t i o n  handles 
a  c e r t a i n  matter  may have p a r t i c u l a r  i n t e r e s t  t o  o ther  workers i n  t h e  
museum o r  a r c h i v a l  f i e l d .  D o c u ~ ~ ~ ~ S ,  arcane and obscure,  may hold 



i n t e r e s t  f o r  t he  s e r ious  h i s t o r i a n  though not  f o r  t h e  gene ra l  pub l i c .  

Whatever t h e  d i s t r i b u t i o n  f o r  a  g iven  s t o r y ,  you have now reached 
an  important  po in t .  You have broadcast  your message -- what you a r e ,  
what you do, what you o f f e r  -- and i m p l i c i t  i n  t h a t  message i s  an i n v i t -  
a t i o n  t o  respond. You have c a s t  your bread  upon t h e  waters .  Now what 
w i l l  t h e  r e a c t i o n  be? 

3. what a r e  t h e  means a t  your d i sposa l ?  This b r ings  us  t o  Press  Rela- 
t i o n s ,  and t h i s  should be s t r i c t l y  t h e  province of  t h e  PR Of f i ce r .  "Press"  
is  used here  t o  mean i t s  widest  a p p l i c a t i o n  -- d a i l y  papers,  weeklies,  
magazines, r ad io ,  t e l e v i s i o n  and cable .  

A PR Of f i ce r ,  on t ak ing  a  pos i t i on ,  should p re fe rab ly  make a  c i r c u i t  
of  a l l  t h e  media he i n t ends  t o  use. F a i l i n g  t h a t ,  he should meet t h e  
p re s s  one a t  a  time a s  oppor tuni ty  o f f e r s .  Once t h e  boys know t h e  f a c e  
behind t h e  s igna tu re ,  then  you can mail  your s t u f f  and have acceptance.  

Also g e t  t o  know t h e  correspondents f o r  out-of-town papers and the  
important  f r e e l a n c e r s  i n  your a r ea .  

The PR Off icer  must bear i n  mind t h a t  h i s  o b j e c t  1 s  aiways t h e  exact  
oppos i t e  t o  t h a t  of t h e  people wi th  whom he dea l s .  The e d i t o r s  and t h e  
newscasters  a r e  ambit ious and jealous people. They a re  pa id  by ambit ious 
and jea lous  pub l i she r s .  Their credo must always be: The b i g  s t o r y  i n  T?Y. 
paper -- or  q r a d i o  s t a t i o n  -- f i r s t .  The PR's aim must be: s t o r y  
i n  everybody's  medium a t  t h e  same time. They want an exclus ive .  You 
want s a t u r a t i o n .  

To do t h e  job a s  f a i r l y  a s  poss ib l e ,  s tudy t h e  newscast h a b i t s  of  t h e  
r a d i o  and t e l e v i s i o n  i n  your a rea  and t h e  p re s s  t imes of  t h e  newspapers, 
always remembering t h a t  t h e  e l e c t r o n i c  media a r e  more f l e x i b l e  than  t h e  
p r i n t  media. For i n s t ance ,  i f  you have an  af te rnoon d a i l y  i n  your town, 
they  probably p re fe r  ma te r i a l  by 9:30 a.m. t o  ensure  pub l i ca t ion  t h a t  
day. The r a d i o  s t a t i o n s  can accept  up t o  11:30 a.m. f o r  broadcas t  a t  
noon. And again ,  don ' t  f o r g e t  t o  c a l l  t h e  out-of-town correspondents.  

And don ' t  ever p l ay  f a v o r i t e s  wi th  a  s t o r y ,  g iv ing  one o u t l e t  a  
decided edge over t h e  o the r s .  I f  you do, you ' r e  dead. 

What fol lows may seem t o  be  a  con t r ad i c t i on  of t h a t  l a s t  po in t ,  bu t  
it i s n ' t :  A s  long a s  you a r e  announcing an  e x h i b i t i o n  your i n s t i t u t i o n  
w i l l  open, o r  a  programme it w i l l  launch, o r  an outs tanding  access ion  it 
has r e c e n t l y  made, then  you a r e  honor-bound t o  t r e a t  a l l  media a l i k e .  
But i f  a  r e p o r t e r  comes t o  you wi th  a  l e g i t i m a t e  s t o r y  idea  of  h i s  own, 
then  you a r e  honor-bound t o  he lp  him and a t  t h e  same time p r o t e c t  h i s  
idea .  You must not  s t e a l  a  r e p o r t e r ' s  idea  from h i s  own l i p s  and make 
it a  gene ra l  r e l e a s e .  The "exclus ive"  i n  t h i s  case  is  t h e  r e p o r t e r ' s .  

And about your own wr i t i ng ,  conf ine  yourse l f  t o  a  c l e a r ,  c l ipped 
f a c t u a l  s tatement.  Remember a  s h o r t  s t o r y  i n  t h e  paper is  b e t t e r  than  a  
long one i n  t h e  waste basket .  The newspaper boys don ' t  have time .to r e -  
w r i t e  nowadays. Try t o  keep your s t o r i e s  down t o  500 words, wi th  800 a s  
an  o u t s i d e  l i m i t .  

Neither  should you ever complain about s t o r y  t rea tment .  The news- 
paper and r a d i o  bus iness  is  j u s t  t h a t  -- a  bus iness .  And when you c ros s  



a  p u b l i s h e r ' s  threshhold ,  you no longer g ive  o rde r s .  He does. Your 
func t ion  has been f u l f i l l e d  when you make a  s t o r y  a v a i l a b l e  i n  usable  
form i n  good time. You a r e  not  providing t h e  newspaper o r  r a d i o  s t a t i o n  
wi th  a  s e rv i ce .  Rather they  a r e  providing you wi th  t h e  f a c i l i t i e s  of 
promulgation. 

I f  you have a  worthwhile s to ry ,  you w i l l  u sua l ly  g e t  f a i r  t rea tment .  
But t h e  news bus ines s  i s  a  t u rbu len t  one, simply because it must r e p o r t  
an  unpredic table  world. Think f o r  a  minute what might happen t o  a  s t o r y  
landing on an  e d i t o r ' s  desk concurrent  wi th  a  major acc ident ,  f i r e ,  f l ood ,  
robbery o r  p o l i t i c a l  announcement. The PR who promises than  any s t o r y  
w i l l  be used i s  a  foo l .  Good s t o r i e s  a r e  sometimes and t h e  next  day a  
weak one w i l l  g e t  a  s treamer head -- depending upon t h e  news and adver- 
t i s i n g  s i t u a t i o n  of  t h a t  day. 

Once i n  awhile,  i f  you have some s e n i o r i t y  and know some of  t h e  
people on t h e  media, you may t a c t f u l l y  a l e r t  someone i n  advance t h a t  a  
c e r t a i n  s t o r y  i s  coming and t o  keep an eye on it, p lease ,  j u s t  t o  make 
s u r e  it does not  g e t  bu r i ed  between two ads on page 15. But not  t oo  o f t en .  

Up t o  now, we have been cons ider ing  t h e  p repa ra t ion  and d i s t r i b u t i o n  
of our own r e l e a s e s .  Occasionally,  you must p l an  f o r  s p e c i a l  events  
complete wi th  VIP's, which may mean l i v e  coverage by r a d i o  and t e l e v i s i o n .  
Then your problem becomes l a r g e l y  a  phys i ca l  one -- t h e  p l ac ing  i n  advance 
of l i g h t s ,  cameras, microphones, access  t o  back doors and loading  ramps, 
and a  su f f i c i ency  of e l e c t r i c a l  o u t l e t s .  

Again wi th  r a d i o  and t e l e v i s i o n ,  keep an eye and an e a r  t o  t h e  
programming. I n  most s t a t i o n s ,  news and programming ope ra t e  o f f  mutually - 
exclus ive  compartments. This  t ime you a r e  seeking e s t ab l i shed  programmes - 
panels ,  in terv iews,  quizzes  -- on which your people could appear a s  gues t s .  

And a  word of caut ion  he re :  The b e s t  in terv iewer  i n  t h e  world can- 
not be an a u t h o r i t y  on every sub jec t .  Only some of them do not  always 
r e a l i z e  t h i s .  Therefore,  d r a f t  i n  advance half-a-dozen good i n t e l l i g e n t  
ques t ions  which an  in terv iewer  can ask.  This w i l l  g ive  your candidate a  
chance t o  open up and say  something worthwhile. Otherwise, t h e  opportun- 
i t y  is  o f t e n  wasted. We have a l l  su f f e r ed  through programmes which went 
something l i k e  t h i s :  

"Ah, l e t ' s  s e e  now, you name is. .  . .ah.. . .Jack Mc~avish?"  
"Yes, my name i s  Jack McTavish." 
"And .... ah . . . .y  ou work i n  t h e  lumber yard,  Mr. McTavish?" 
"Yes, I work i n  t h e  lumber yard."  
"And .... ah .... what do you do i n  t h e  lumber yard,  M r .  McTavish?" 
"I handle lumber." 

And so on and so  on f o r  13 minutes. By t h a t  time, Mrs. Hedley 
Simpson of  O r i l l i a  i s  t e l l i n g  us  t h a t  "Ban t akes  t he  danger o u t  of  being 
c lo se"  and t h e  whole t h i n g  i s  washed ou t  i n  a  f l ood  of  soap f l a k e s .  

As you ga in  acceptance among t h e  people i n  t h e  f i e l d ,  c a l l  them and 
o f f e r  s t o r y  sugges t ions  t h a t  come t o  your a t t e n t i o n ,  even ou t s ide  your 
own terms of re ference .  This  w i l l  b u i l d  your image a s  a source of news 
and s t o r y  ideas .  A r e c e n t  case  i n  po in t  had one a r c h i v i s t  v i r t u a l l y  
a c t i n g  a s  a  t a l e n t  scout  f o r  a  newly-opened cab le  v i s i o n  s t a t i o n .  



4. HOW much money do you have t o  spend? The answer need not  be f r i gh -  
ten ing .  A museum o r  an  archives  has nothing t o  s e l l .  There i s  no commer- 
c i a l  a spec t .  I t  is  a  pub l i c  i n s t i t u t i o n  render ing  a  p u b l i c  s e rv i ce .  
Hence, t h e r e  i s  no need f o r  a  g r e a t  a d v e r t i s i n g  budget. For t h e  most 
p a r t ,  t h e  media w i l l  go along wi th  you. I n  a  case  l i k e  an  exh ib i t i on  
opening, however, where t h e  pub l i c  1s i n v i t e d ,  it is  both t a s t e f u l  and 
t a c t f u l  t o  p lace  formal ads i n  t h e  papers.  

The b e s t  p u b l i c i t y  w i l l  not  go f a r  today without  photography, so  
always t r y  t o  have p l en ty  a t  your d i sposa l ,  both f o r  t h e  build-up phase 
of a  s p e c i a l  event  and af te rward .  I n  an  i n s t i t u t i o n  t h a t  has  a  c o l l e c t i o n  
of h i s t o r i c  photographs, moreover, you may have p i c t o r i a l  support  without  
r e a l i z i n g  i t .  The o l d  photos can o f t e n  be adapted t o  i l l u s t r a t e  your 
t e x t  matter  on an  up-coming event .  ~t is  simply a  matter  of adap ta t ion  
p lus  a  l i g h t  touch wi th  t h e  c u t l i n e s .  

True, t h e  newspapers may t ake  t h e l r  own photos,  bu t  t he se  w i l l  u sua l ly  
be confined t o  i l l u s t r a t i n g  t h e i r  own s t o r i e s .  Do not  count on having 
access  t o  t hese .  Always t r y  t o  have your own wi th  no s t r i n g s  a t tached.  
I f  you have t h e  r i g h t  photos p lus  a  l i t t l e  imagination,  you may s e i z e  an 
oppor tuni ty  f o r  na t iona l  p i c t u r e  syndica t ion .  

Therefore,  t r y  t o  g e t  a  good photographic i tem i n  your budget. 
P re fe rab ly  g e t  provis ion  f o r  a  good s t a f f  photographer and t h e  necessary 
equipment. 

Oh! yes;  and don ' t  neglec t  t o  g e t  t h e  boss ' s  p i c t u r e  i n  t h e  paper 
once i n  awhile.  

That b r ings  us  t o  t h e  only  o the r  major i tems i n  t h e  PR budget -- t h e  
$15,000 s a l a r y  of t h e  incumbent and t h e  unl imi ted  expense a c c m n t .  

UNIVERSITY COURSES I N  ARCHIVES ADMINISTRATION 

McGill Univers i ty  Graduate School of  Library  Science o f f e r e d  during 
t h e  Spring Term, 1970, Course 645b: "Archives and Records i n  L ib ra r i e s " .  
The course was l e d  by John C. L. Andreassen, McGill Univers i ty  Archiv is t .  
I t  was o f f e r e d  a s  a  3 c r e d i t  e l e c t i v e  t o  f i n a l  term s tuden t s  i n  t h e  two- 
year course leading  t o  t h e  degree of  M.L.S. Subjec ts  d e a l t  wi th  i n  t h e  
f i r s t  10 of 12 seminar s e s s ions  included:  

The Basic L i t e r a t u r e ;  De f in i t i ons ,  P r i n c i p l e s  and Terminology; 
Archival  Developments i n  North America; H i s t o r i c a l  Writ ings on 
Various Media; The Se l ec t ion  and Conservation of Writ ings;  Finding 
Tools and Controls;  Records Management Developments i n  North 
America; Records Creation,  Use, Retent ion  and Destruction;  The 
Records Centre;  The Impact of  t he  Computer and Other Related 
Technological Developments. 

The l a s t  two se s s ions  were given over t o  t h e  p re sen ta t i on  and defence of  
seminar papers,  based upon s e l e c t e d  p r a c t i c a l  work p r o j e c t s .  F i f t e e n  
graduate  s tuden t s  p a r t i c i p a t e d  i n  t h e  seminar. 




