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Public Relations is the management function that establishes and maintains mutually beneficial relationships between an organization and the public on whom its success or failure depends.

Marketing is the management function that identifies human needs and wants, offers products and services to satisfy those demands, and causes transactions that deliver products and services in exchange for something of value to the provider.

Definitions from Effective Public Relations, Eight Edition
The objective of public relations is promotion of your Local Organization.

There are a few resources that a local organization should have for community exposure:

A. Newsletter

B. Meeting Announcements

C. Press Releases

D. PSAs (Public Service Announcements)

E. Writing Articles

F. Developing Relationships

G. Press Kits

H. Do’s and Don’ts of Media Relations

A. Newsletter

Members rely on a monthly newsletter to keep informed within their own chapter and community. It should contain:

· Names and contact information of each officer; date, time and location of monthly meetings and speaker names

· Legislative updates

· Local events and chapter news

· Kentucky Federation of Business & Professional Women news

To save on postage keep the newsletter to six (6) pages (8.5 x 11”) front and back as a self-mailer or five pages if mailed in an envelope for one-ounce postage rate. U.S. postal regulations change frequently; your local post office can provide you with the most recent rates.  Another option to save on the cost of mailing is to email the newsletter to your local members with email addresses.
Extra newsletters should be printed and left in office lobbies, waiting areas, chambers of commerce, etc.

Keep formatting simple and limit the usage of fonts to two. Make sure there is plenty of white space on each page. Use of photos and graphics provide interest to articles.

B. Meeting Announcements

Meeting announcements should be placed in the local newspapers. Include the four W’s -- Who, What, When, Where -- cost (if applicable) and phone number.  Send announcements on BPW letterhead and mail at least two weeks prior to the meeting or check with your publisher for deadline dates.

C. Press Releases

Obtain the most current media list from your local travel and tourism bureau or Chamber of Commerce. Take the time to introduce yourself to the local press and develop a relationship. Contact the newspaper/station and ask for the name of the person involved in promoting community activities. The press is bombarded with requests from non-profit organizations for publicity – many of which never “personalize” themselves to the media.

Send press releases one month before the event and a faxed release two weeks before.  A slow news day can result in coverage of your event with a reminder phone call the same day. Speak with the assignment editor and make the call personable.

If the press does not attend, write the story yourself and submit. 

D. Public Service Announcements (PSAs)

A PSA is any announcement for which no charge is made that promotes programs and services of government and voluntary agencies. PSAs are an effective way to obtain radio and television airtime. Provide the station with announcements 10 seconds, 30 seconds, or 60 seconds in length. Send a timed script for recording, an audio or videotape.  These spots are generally not aired during prime time. Some stations will air PSAs as an added incentive to purchase airtime. Do not overlook local cable stations, which are very affordable.

When submitting PSAs, include a letter to the station’s public service director explaining BPW and why the information in the PSA is important to their listeners. Send a release one month prior to the event with a faxed copy two weeks prior.

E. Writing Articles

When writing news articles make sure to answer the six basic questions: Who? What? When? Where? Why? and How? The most important information should be in the first paragraph called the “lead”. Essential information may be missed if it is buried too far down in the article. Always use the inverted pyramid approach when writing press releases or news articles.  Keep the articles short (no more than two pages) and simple.  Editors will contact you if they want more information.

Remember the media has to meet rigid deadlines. So be sure to return calls immediately and provide the requested information by fax or e-mail, whatever the preference of the reporter/editor. Make sure all your facts are correct.

Top of page (preferably the right side)

· In all caps, state the date the information can be released 

(FOR IMMEDIATE RELEASE or DATE: June 1, 2010).

Contact person and telephone number (Contact: Sheila Stone 555/123-4567).

· Write a newsworthy headline

Short headline (no fluff).

Name of company or person in the headline.

Print headline in all caps

Examples:

SMITH ELECTED PRESIDENT OF BUSINESS & PROFESSIONAL WOMEN OR BUSINESS & PROFESSIONAL WOMEN HOST APRIL 30TH MEETING

First Paragraph

· Who (name of unit, company or person)

· What (event, promotion, new meeting time, etc.)

· When (when did this happen, when is it effective, etc.)

· Where (location of the meeting, seminar, etc.)

Second Paragraph

· Expand on details from first paragraph and give background information on event or organization.

· Quote from the BPW president or other spokesperson about topic in the press release.

· Add more detail in subsequent paragraphs.

· Additional information not covered in previous paragraphs.

· For more information call – or similar statement giving directions and instructions.

General Suggestions

· Enclose photos if press release focuses on an individual

· Press releases should be on BPW letterhead.

· End press releases with -30- or ### centered at the bottom of the last page.

· Two page articles/releases should have -more- centered at the bottom of the first page.

· Never continue a paragraph from one page to the next.

F. Developing Relationships with the Media

Send news releases to the following people.  Address them to a person not a title.

· Print – Business Editor, Editor or Publisher, Calendar of Events/Community Editor;  check for feature writers and editors for stories pertaining to their area of expertise,   i.e. business, education, food, community affairs, sports, etc.

· Radio and Television – Public Service Director or Community Service Director

· Assignment Editor on the day of an event

When a media representative calls you for a quote or an interview:

· return phone calls

· fax additional information as needed

· don’t ask for a tear sheet of the article

· send BPW brochure

· send a follow-up note thanking them for their interest

G. PRESS KITS

Press kits should only be sent when requested and include the following:

· Press release

· BPW fact sheet

· Events fact sheet, include pertinent statistics, i.e., Women are 46% of the workforce.

· Charts and photos

· Speaker biographies

H. Do’s and Don’ts of Media Relations

· Always tell the truth. If you don’t know the answer, say so and that you will find the answer. Once you lose your credibility with the press, it is impossible to get it back.

· Never send confetti in your press release. Many marketing groups often use this as a way to get a reporter’s attention. More often than not, it only angers them and the release ends up in the trash.

· Remember KISS: Keep it Short & Simple.  Press releases should be no longer than 1-1.5 pages. Keep it to one page if at all possible. Articles should be no longer than two pages.

· Always double-space your paragraphs in a press release.

· Always call ahead to let reporters know a fax is coming.

· When pitching a story to a reporter, always ask if it is a good time to talk. Reporters usually appreciate this courtesy.

· Keep in mind that anything and everything you say to a reporter can end up in print or on the air. There is no such thing as “off the record.”

· The best colors to wear during a television interview are red, black, purple, and blue.  If you are wearing a white or off-white blouse/shirt, make sure to wear a red, black purple or blue blazer/jacket. Avoid busy patterns and large jewelry. 

· For radio interviews, remove all change and keys from your pocket and remove noisy jewelry.

· Never ask a reporter to read an article or review the story before it is released to the public.

· Your job is to build a relationship with reporters and editors. When a reporter calls, that phone call is your top priority. 

· Don’t get discouraged if the media doesn’t cover your story or event the first, second or even third time. Be persistent, but not annoying.

· Always send a thank you note. Only send edible gifts.

PUBLIC RELATIONS AWARD

This award is presented to the local organization which best uses effective public relations activities to promote the goals of their organization and KFBPW.  Documentation should show how effective use of public relations was used to promote membership and to present programming that enhanced the image of BPW.

NEWSLETTER

A second award will be presented to the local organization that publishes the best-judged newsletter.  The newsletter should be a means of communication to all its members and contain articles of interest to all women.  
Important:  Local organization newsletters should be mailed or emailed each month (or as often as published) to Patti Fallin to be added to the www.bpw-ky.org site.
For further information, contact Phyllis Hargrave (2011-2012).  Criteria for these two awards is available on the www.bpw-ky.org site, under Awards.
IMPORTANT:  Submission deadline for the Public Relations Awards is May 1.                                                            
(sample)MEDIA RELEASE
FOR IMMEDIATE RELEASE



         



          CONTACT:

[Your Name and Contact #]
BUSINESS AND PROFESSIONAL WOMEN ELECT OFFICERS

[Your City in all Caps]— (Your Local Organization) Business and Professional Women elected new officers for [year].

[Name], [Title/Company], will serve as President; 

[Name], [Title/Company], as President-Elect; 

[Name], [Title/Company], as First Vice President; 

[Name], [Title/Company], as Second Vice President; 

[Name], [Title/Company], as Recording Secretary;

[Name], [Title/Company], as Corresponding Secretary; and 

[Name], [Title/Company], as Treasurer.

“Our Local BPW will continue to address issues of concern to workingwomen in our community, and we will be hosting several events throughout the year to raise awareness of these issues,” said [Local President]. [Insert information on upcoming BPW activities.]
[Your Local] meets the [day] of every month at [time], at the [location and address].

For more information on Business and Professional Women, contact [name] at [telephone number/e-mail address].

-###-


         (sample)MEDIA RELEASE
FOR IMMEDIATE RELEASE



         



          CONTACT:

[Your Name and Contact #]
(LOCAL ORGANIZATION NAME) BUSINESS AND PROFESSIONAL WOMEN 

HOST FUNDRAISER FOR SCHOLARSHIPS

[Your City in all Caps]— [Your Local Organization] Business and Professional Women (BPW) is hosting [name of fundraiser], on [date], [time] at [location].

[Describe the event in detail here, including special speakers, sponsors, etc.]

Proceeds from this event will help fund scholarship programs at local community colleges [or list here how funds will be used].

[Insert information on BPW and its mission.]
For reservations or more information, please contact [name] at [telephone number/e-mail address].

-###-
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