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PROMOTING YOUR EVENT



Promoting the event will increase exposure for the event and will help to raise its attendance.  This is the opportunity to shape the general public’s impression of your event.
Step 1:  Know your audience:

· Who do you want attending this event?

· Are you talking to classmates or the entire school or group population?

· Are the people you are contacting strangers?

The answers to these questions will help you determine the images and text needed in promoting the event, as well as where to promote it.

Step 2:  Make sure that all collateral pieces of information that are distributed to promote your event include the following information:

· The Make-A-Wish Foundation® of Illinois is the benefactor of the event

· A source from which written information is available (address, phone number or Web site address of the Foundation).
· The actual or anticipated portion of sales, admission price or net proceeds that will benefit Make-A-Wish or is tax deductible. 

Step 3:  Picking out types of Publicity

· Mail

· Flyers

· Posters

· Newspapers (Press Releases/Media Alerts – Local and Regional).  See below for more information.
· Radio (Public Service Announcements)

Step 4:  Tips for successful publicity 
· Be as brief as possible, but include all important information.  (Who, What, Where,  When, Why and How)

· Use 8-inch-by-11-inch, white paper. Leave margins of at least one inch on each side of the page.

· If it's over two pages, be sure to include a keyword that describes the article (example: Event Name) and page # on top left corner of second page.  
· Use quotes when possible. If you can quote a prominent community leader making positive remarks about your event, then you can show support for your work.
· Address the release envelope to a specific person, by name. Most Make-A-Wish releases go to the city editor of a newspaper or the assignment editor of a radio or TV station. 

· Send the release to newspaper editors and radio/television assignment editors at the same time, and be sure it’s sent early enough (at least 4 weeks) to ensure maximum coverage.
· Publications may copy directly from your press release to create an article. Make sure the press release puts your best foot forward.
· Thank the reporter after you get good coverage. A follow-up telephone call or note will be remembered.


[image: image3.wmf]HOW TO WRITE…

Press Releases, Media Alerts and Public Service Announcements



Media alerts, Press releases and public service announcements are the most appropriate method of notifying the press about an upcoming event. 
The Make-A-Wish Foundation® of Illinois does provide a “Press Release Kit” to help the event organizer write a press release.  Please contact the Make-A-Wish Foundation if this is something your group would like to have sent to them.
Media Alert:

Media Alerts are designed to arouse interest in the event and entice the media to attend and cover the event.
· Short (one page) and to the point.
· Single spaced.
· Must contain who, what, where, when, why and how – Put these elements in the order that best tells your story, but they all must be there (bullet points).
· Must list a contact person and number where he/she can be reached – Make sure there will actually be someone there to take the call who can talk about the event.
· Must be dated.
· Should be faxed to TV news planners and news directors, radio news directors, city desks, pertinent beat reporters and editors at least three to five days prior to the event.
· If the event will provide an unusual photo opportunity (celebrity attending, dance contest), then this document may be entitled “Media Alert/Photo Opportunity”.  This should be sent to the Photo Desk of newspapers and television stations as well as the above mentioned media.

· Follow up with a phone call one AND two days before the event

· In cases of short notice, media alerts should be faxed to news directors and city desks and followed by a phone call.
· The Make-A-Wish mission statement must appear at the end of all media alerts.
Press Release:

Press Releases are “released” on the day of your event or on the day you want to make your announcement.

· Press releases can be given to the media prior to the event.  However, if your goal is to have media attend the event, we recommend that the release be provided only the day of the event.

· Written as a news story from the writer’s point of view.
· Should be 1-2 pages in length.
· Must be double spaced.
· Must contain the Make-A-Wish Foundation mission statement paragraph at the end of the press release.

· Must list a contact person and number where he/she can be reached – Make sure there will actually be someone there to take the call who can talk about the event.
· Must be dated.
· At events, press releases may be part of a press packet, which contains additional information and background material

· Must tell when the material is available for release: whether “For Immediate Release” or “Embargoed Until (date)”.
Before distributing any promotional materials or press releases, each item must be reviewed and receive approval from the Make-A-Wish Foundation.
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