OTS Media Requirements, Approvals, and Style Suggestions
OTS Contact Information

Should you ever need information or help concerning the contents of this guide or any other media, public relations or publicity inquiries, we encourage you to contact Chris Cochran, Office of Traffic Safety (OTS) Marketing and Public Affairs at pio@ots.ca.gov or (916) 509-3063.

For questions relating to your grant or other OTS matters, please contact your OTS Coordinator directly or the OTS main phone number, (916) 509-3030.
Required Language

As a grantee of OTS, you should include the following standardized language in all media materials developed in support of your OTS grant: 
Funding for this program was provided by a grant from the California Office of Traffic Safety through the National Highway Traffic Safety Administration.
In the case of press releases, this funding line should be integrated into the body of the release.  It should not be bolded or italicized. For other materials, the line should be integrated in a way that does not detract from the central traffic safety message you are trying to convey.  Please contact OTS Marketing and Public Affairs for help with your specific circumstance.
Approval of Media Materials

All media materials mentioning OTS-funded programs must be approved prior to distribution.  Please submit copies of press releases, media advisories, etc. to OTS Marketing and Public Affairs at least 14 days in advance of the scheduled release to allow for adequate turnaround time.  Most often you will get approvals within 2 – 5 days, but there are times of the year when the process can take longer.  If you require action quicker, make sure that OTS Marketing and Public Affairs is made aware. 

Use of OTS and Other Logos

The use of the OTS logo or other logos (e.g., NHTSA, BTH, campaign-specific, etc.) is neither encouraged nor discouraged.  However, using logos other than your own agency’s should be done for a reason, not just to acknowledge funders or take up space.  Before using the OTS, NHTSA or BTH logos, you should check with OTS Marketing and Public Affairs.  Contact OTS for copies of logos appropriate for your use – jpg or gif for web, tif for print, eps for large scale printing.
Media Tracking

Grantees are no longer required to submit news clips to OTS, but it would be in your best interest to keep track of the media coverage you receive.  OTS currently is not able to track radio or TV coverage, so please email OTS Marketing and Public Affairs with either a web page reference, if available, or a synopsis of the broadcast coverage you received.
Virtually all print publications carry their stories on their internet websites, including many that are web-only.  By cutting and pasting the story from the web page, adding the headline, date of publication and publication, you can begin building a file for your own use.  Just keep adding to it each time you receive media attention.  Example:
Pomona police cite 150 people 

Inland Valley Daily Bulletin, 1/4/08

Police ticketed more than 150 people and arrested two at a driver's license and sobriety checkpoint Wednesday. Pomona police conducted the checkpoint at Reservoir Boulevard and Second Street. The eight-hour operation ended at midnight. Officers impounded 139 vehicles because the drivers were unlicensed or their licenses were suspended, police said. Police issued tickets for various vehicle code violations and arrested two people on warrants. The checkpoint was funded by a grant from the state Office of Traffic Safety through the National Highway Traffic Safety Administration. 

Writing Guidelines

Campaign messages are the direct link to your target audience and should always be well written. The Associated Press Stylebook is a good resource to use when writing for the media. This guide can be found in any bookstore. Also, the specific guidelines outlined in this section should be used whenever possible.

“Crash” Test

There are extremely few actual “accidents” when it comes to vehicles.  Whether directly or indirectly, the cause of a crash can be traced back to an action by a person, and those actions are usually preventable.  It is the policy of OTS and virtually every other traffic safety organization to use the term “crash” or “collision” when referring to a vehicle incident, never “accident.”
Press Release or Media Advisory?

Use a Press Release to disseminate information about your activity, event, operation or grant.  It is narrative, uses quotes, gives details.  A press release is basically writing the story for the reporter.

Use a Media Advisory to encourage the media to attend an event, press conference, demonstration.  It is a quick reference outline, with just the top level “Who, What, When, Where, Why” bullet points.  A Media Advisory tries to get the reporter interested in attending.  Be sure to have a Press Release ready when they do attend, so they will have all the details.

Flyers, brochures, PSA’s are used to communicate with the public, not the press, but they can be used as detail material for reporters.
Press Release and Media Advisory templates and samples can be seen later in this section.
Referencing Agencies

· On first reference, spell out “California Office of Traffic Safety (OTS)” and thereafter use only the abbreviation, OTS.  Example:
As the holiday season approaches, the California Office of Traffic Safety (OTS) and 

California Highway Patrol (CHP) would like to challenge your readers, and every 
California motorist, to ’Report Drunk Drivers. Call 911.’ 

OTS and CHP urge California residents to do their part to prevent impaired driving this 
holiday season — by using a designated driver. 

· Always spell out “California Business, Transportation & Housing Agency”.  Example:

The California Office of Traffic Safety (OTS) is a vital department within the California 
Business, Transportation & Housing Agency. Since its inception in 1967, OTS has 
worked with several departments of the Business Transportation & Housing Agency.

· Spell out National Highway Traffic Safety Administration on first reference and use the abbreviation NHTSA for each reference thereafter.  Example:
The ‘Click It or Ticket’ campaign, a joint effort between the states and the National 
Highway Traffic Safety Administration (NHTSA), is aimed at increasing seat belt 
use nationwide.  California’s ‘Click It or Ticket’ advertising campaign is intended to 
compliment NHTSA’s buy on the national level. 

Including Titles

Always include the official title of any individual named or quoted in a press release or other media materials. Example:
 “The Office of Traffic Safety is committed to improving the quality of life for all
Californians by making our roads safe,” said Christopher J. Murphy, Director,

California Office of Traffic Safety.
Using Quotes 

Internal punctuation, such as commas and periods, are placed inside the quotation marks.  Example:

 “The OTS vision is ambitious, yet simple. Our vision is to save lives,” said

Christopher J. Murphy, Director of the California Office of Traffic Safety. “By 
being results-oriented and a thought-leader in the traffic safety arena, OTS proactively 
responds to emerging traffic safety issues thereby reducing deaths, injuries and 
economic costs through innovative and evidence-based programs.”
Colons and semicolons should be placed outside the quotation marks.  Example:

According to Christopher J. Murphy, “Traffic safety permeates every aspect 
of life in our state”; therefore it is considered a priority in California.
Numbers

Spell out numbers from one through nine. 
Numbers 10 and above should be written as numerals.  Example:

Last year, 62 children under six years of age were killed and more than 7,000 
were injured.

Exception: Spell out all numbers at the beginning of a sentence (this doesn’t apply to 
dates).  Example:

Sixty-two children under the age of six were killed, and more than 7,000 were 
injured, last year.

Spell out fractions. Example:

Of the 62 children killed, only one-third were using safety restraints.
Referencing Alcohol and Other Drugs

Many traffic safety campaigns address the dangers of using alcohol and other drugs while driving. When speaking or writing on this hazardous, often deadly, combination, the following language is preferred: 
· Use “alcohol and other drugs” when speaking about drugs, including alcohol (rather than alcohol and drugs). When speaking about alcohol only, the expanded expression is not necessary.

· The abbreviation “AOD” may be used in documents containing heavy reference to the expression “alcohol and other drugs.” First spell-out “alcohol and other drugs” and thereafter use the abbreviation AOD as appropriate (e.g., AOD use or AOD abuse prevention).

· Note: “AOD prevention” is not an appropriate use of the abbreviation. Alcohol and other drugs are not preventable; however the use and/or abuse of alcohol and drugs can be prevented (e.g., AOD abuse prevention).

· Watch the use of “illicit” vs. “illegal.” An actual drug is either illicit or licit. The use of a drug is either illegal or legal. For example, the purchase or public possession of alcohol, a licit drug, is illegal for underage youth. 

· Prevention messages, such as “war on drugs,” are generally not appropriate. It is important to emphasize prevention without using military language which is offensive to many cultures and individuals, and may also be misleading.









