The following was created by and shared with the permission of Mona Favorite-Hill, Public Communications Manager for the City of San José. Substitute names and details as necessary and use it as a tool to determine whether you have a subject that is newsworthy.
Is it News?
Is it . . . 

· A Brand New Idea?

· A Milestone?

· An Innovation?

· A Money saver?

· A Time saver?

· A Commitment to Compassion?
Timing

The word news means exactly that - things which are new. Topics which are current are good news. Consumers are used to receiving the latest updates, and there is so much news about that old news is quickly discarded.

A story with only average interest needs to be told quickly if it is to be told at all. If it happened today, it's news. If the same thing happened last week, it's no longer interesting.

Significance

The number of people affected by the story is important. If it affects only one cul de sac it’s of less interest than if it affects the neighborhood---unless it’s something that will eventually affect a larger number of households.
Proximity

The standard proximity would normally be within the City of San José and our service area but other stories, such as VTA receiving additional funding to expand light rail service, will have a direct effect on City residents. We should be prepared to respond to how issues outside the City of San José will impact our residents or in case of occurrence how we would respond. For example if there were a Katrina-scale disaster in the City how would we get our services up and running again.
Prominence

Big names are news if they are directly tied to a City effort. If Al Gore stays at the Fairmont while he give a lecture at the Tech Museum that’s nice but not City news. If Al Gore is in San José to give an award to our Environmental Services Department for our recycling efforts that’s news.
Human Interest

Human interest stories are a bit of a special case. They often disregard the main rules of newsworthiness; for example, they don't date as quickly, they need not affect a large number of people, and it may not matter where in the world the story takes place. 
Examples of human interest stories that serve the City positively are the features on the Joyce Ellington Library and its namesake and the last year’s feature on the PRNS employee who created an incredible program afterschool program for kids but always wanted to be a police officer.
Human interest stories appeal to emotion. They aim to evoke responses such as amusement or sadness. Television news programs often place a humorous or quirky story at the end of the show to finish on a feel-good note. Newspapers often have a dedicated area for offbeat or interesting items. 
Just because we are ‘the City’ doesn’t mean we should neglect the opportunity to focus on unusual stories, employees with unique jobs or someone who has gone above and beyond the call of regular duties. Keep in mind that there will be hundreds of nominees for these stories, we do need to fully vet these nominees before we promote their story.
Field Testing
Who: 
The City of San José’s Department of __________

What: 
What change have you made to improve the lives of residents and/or save them money? 

What will it cost me? 

How will it affect traffic/transportation?

How many residents will effect? 

Will it add to property values?

When:
How soon will the change take place? 

Will there be a period of disruption (construction, slower or reduced service, online services unavailable) before the change is initiated?

How long will it last? Is it a pilot project?

Why:
Was this due to public requests? 

Is this to meet a long-underserved need or solve a long term problem?

Is it in preparation for future changes?

How:
How are we paying for it? 

How will we support it? 

Is this a budgeted item? 

What are the anticipated future costs?
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