Five Steps to an Effective News Release That Will
Add Members to Your Club!
Toastmasters International says the news release is probably the most effective tool for getting your message out to the community!  Here are the steps and a few tips for creating a successful news release:
1.  Start with a captivating lead - think of it as the compact version of your entire news release.  Tell the who, what, why, when and where and how.

2.  Expand further on the "5 W's" and the "H" for the news release body text.  Give the reason for your story – think, "Why is this important?"
3.  Provide detail on your local club or give a short introduction (3-5 sentences) about Toastmasters International.

4.  Contact information - Refer to your club website or the www.toastmasters.org website.  Also, include your contact information, such as title, phone number and email address.

5.  Close with the standard # # # at the bottom of the release to signal the end.

Tips to keep in mind:

· Use the Toastmasters template for your releases.  You can find the template on TI’s website:  http://www.toastmasters.org/fupload/media/Club%20Letterhead.doc
· Remember to update the template with YOUR contact information!
· Whenever possible, send good-quality and relevant photographs that will add value to your story.

· Timing - send at least two-three weeks prior to event.
· Editors may rewrite or revise your release – do not be offended, this is standard practice.  However, if important details were altered or untrue, contact the editor for any corrections.

· Length should be no more than 1-3 pages.

· If a personal interest story, try a follow up call to see if release could result into a full story.

If you would like help creating a news release or have any questions relating to public relations, please feel free to contact me at pro@62toast.com.

Sara Hachmann, Public Relations Officer

