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This booklet was developed using sample news releases, Public Service Announcements (PSAs), church bulletin announcements and general information from many Beginning Experience teams. In an effort to keep the information general, I have used Paul Davis for the contact name, Raeville, XX for the city and state, (884)123-4567 for the telephone number and 20
for the date.
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ASK YOURSELF What do You Want Your Message to Accomplish?

A. Inform public

B. Recruit participants

C. Other

What are Your Publicity Options?

	A.
	Print-Published articles, news releases, ads

	B.

C.

D.
	1.

2.

3.

4.

Radio
	Local newspapers

Diocesan newspaper

Church bulletins

Local support group newsletters

	
	1.
Public Service Announcements (PSA)

2.
Interviews

	
	Television

	
	1.
Public Service Announcements (PSA)

2.
Interviews

	
	Professionals

	
	1.

2.

3.

4.

5.

6.

7.

8.
	Courts

Funeral homes

Hospitals/Hospice

Family Lawyers

Ministers

Priests

Religious Communities

Therapists/Counselors

	E.
	Schools/Colleges

	
	1.
	Counselors/Guidance Counselors

	
	2.
	Existing Support Groups within the school/college

	F.
	Others
	Families of Divorced Widowed or Separated

	1.
	

	2.
	Former Team Members

	3.
	Former Participants

	4.
	Speakers' Bureau

	5.
	Team Members

	6.
	Support Groups for single parent families

	7.
	Separated, divorced and widowed support groups


PRINT MEDIA

Newspapers state details and reach a large number of people. There are many sections to the newspaper. Send your release to the appropriate reporter or editor. Use a name and a title whenever possible. If you do not know, contact the newspaper's city desk..

Generally, there is more available space in daily newspapers especially on Mondays, and Tuesdays. Plan your submission time to correspond with these slow news days.

A minor point but one worth mentioning: when folding the news release for mailing fold the headline to the outside so that the editor will see the news headline.

Be sure to check with your print media contact, they may prefer to receive the news release via email.

HOW TO PREPARE A NEWS RELEASE Follow these guidelines for printed or emailed news releases

· A news releases should be easy to read and use. [Typed, double-spaced, on one side of a piece of paper] Be sure names, addresses and telephone numbers of key contact people are included.

· The news release should be brief, keep paragraphs short and to the point. Begin your news release with the most important information, and follow with the next most important, etc. Remember to include who, what, when, where, why and how in your news release.

· The news release dates are key. It tells the editor when the information can be printed. Use the words "For Immediate Release" if your information can be used when received.

Abbreviations should be avoided. Spell out entire names of people, titles and organizations to avoid confusion. Verify spelling. Double check all of your information.
If your release is more than one page, type "more" at the bottom of the page, then repeat the heading at the top of the second page.

A centered [###] should appear at the end of the article (see samples)

SAMPLE-IMMEDIATE RELEASE COPING OR LEVELS PROGRAMS

Name of Organization

Name of person sending the release

Address

City, State Zip Code

Telephone number of contact person (home and work) Email address

Date sent

For Immediate Release

A six-week Coping series for widowed, separated and divorced persons of all faiths will be held Monday, March 3, 20 at 7:30 P.M. at First Covenant Church, 1542 California Street, Raeville, XX. The program is offered by [name of the group] and is designed to help individuals work though the trauma of the loss of their spouse. The series is guided by trained facilitators who themselves have experienced divorce or death. Topics are:

1. Dealing with Being Alone, Loneliness and Stress

2. Adjusting to Being Single Again

3. Discovering and Trusting in Yourself

4. Dealing with the Memory of Your Former Spouse

5. Accepting Changes in Your Relationships with Others

6. Growth through Divorce, Separation or Death

For further information contact Paul Davis 844-123-4567 (evenings) or the Family Life Office 844-123-5678

SAMPLE- IMMEDIATE RELEASE BEGINNING EXPERIENCE WEEKEND

Name of the Organization

Name of person sending the release

Address

City, State Zip Code

Telephone number of contact person (home and work) Email address

Date sent

For Immediate Release

A Beginning Experience weekend for the widowed, separated and divorced is planned for March 23 -25, 20 at Holy Ghost Retreat Center in Raeville, XX. This weekend is designed to help the participant make a new beginning in life. Trained team members who themselves are widowed, separated or divorced, give personal experience presentations which are followed by private reflection time and small group sharing.

For more information contact Paul Davis at 844123-4567 (evenings) or the Family Life Office at 844-123-5678.

SAMPLE -- DATED RELEASE

"WHO AM I Now?" CHILDREN/TEENS COPING

Name of the Organization

Name of person sending release

Address

City, State Zip Code

Telephone number of contact person (home and work) Email address

Date sent

For release January 12, 20_
A six-week series of "Who Am I Now?", Coping for Children/Teens, will be held Thursday, February 24, 20_ at 7:00 P.M. at St. Paul United Methodist Church, Raeville, XX. The program is designed for children/teens ages 4.to 17 who are adjusting to a divorce, death or a second marriage in their family. Children are placed in age ​appropriate groups and guided in activities designed to help them express feelings about their experience. The series is guided by trained adult and young adult facilitators who themselves have experienced divorce or death in their family. For further information call Paul Davis at 884-123-4567 or the Family Life Office 884-123-5678.

OTHER PRINT MEDIA OPPORTUNITIES

Calendar of Events - Radio, Television, Newspapers and Newsletters usually at no charge. Send your notice to all of the calendar of events options. Follow up to make sure your announcement is included.

Church Bulletins - This is a rich resource for our ministry; do not limit your contacts to one faith. Address the request to the Bulletin Editor. Check to see if they church would prefer receiving the announcement via email.

Posters
Place in public area. Be sure to obtain permission before posting. Ads - Monthly newsletters, local paper and/or magazines.

Interview - If you are doing a live/taped interview, the station will give you helpful suggestions to assure that you sound your best. Prepare a list of "must airs," short key points you absolutely want to cover. Memorize these points.

Letters to the Editor - States an opinion, must have value to a broad audience. Do not pass up this opportunity to affirm a worthwhile ministry or to voice your displeasure with articles that do not deal fairly with single-again people.

Newsletters - Are a valuable communication tool. Many programs have newsletters. If yours does not, it might be in the best interest of the group to begin one. It can be used as a means of educating your group about events, classes, and ministry dates. News items about members and former participants are always of interest.

Design of the newsletter is important. You are competing for attention and your best weapon is a strong design. The size of type is, perhaps, one of the most critical design elements. Oversized or undersized type are difficult to read.

During your planning process, consider how often you can practically produce and distribute your newsletter. It is better to do a super job four times a year than an average job six or twelve times a year. Missing deadlines can be damaging to the group image and frustration to the members. Set a frequency that is attainable.

Review your mailing list regularly. Do this before every issue If possible.

SAMPLE CALENDAR OF EVENTS

January23 -25, 20 Beginning Experience Weekend for Divorced, Separated and Widowed at Holy Spirit Retreat Center, Raeville, XX. For more information call Paul Davis at (844)123-4567.

SAMPLE CHURCH BULLETIN ANNOUNCEMENT

COPING
Dear Bulletin Editor,

Please place the following announcement in your church bulletin for Sundays February 28, March 6 and 13, 20 :

A six week support group for separated, divorced and widowed people of all faiths will begin Thursday, March 17, 20 at 7:30 pm at the Blessed Trinity Parish Hall, 600 Maple, Raeville, XX. Registration begins at 7:00 pm. For more information, call Paul Davis at (884) 123-4567.

Poster

There's A Special Loneliness
For Those Who Find
Themselves Single Again.
Now There Is Help!
[Name of Group]
For Information Come To
[Location of Meeting]

[date and time]
[who do the contact for questions]

BEGINNING EXPERIENCE
Dear Bulletin Editor,

Please place the following announcement in your church bulletin on the following Sundays February 28, March 6 and 13, 20_:
You're alone you expected your marriage to last forever. But now. . . how do you go on? There is help for those who find themselves single again, whether by death, divorce or separation, through a weekend program called Beginning Experience. For information about the March 19-21, 20 weekend call Paul Davis 884-123-4567 or the Family Life Office 884-123-5678.

###

OR

Beginning Experience is an international peer ministry for divorced, separated and widowed persons and their children. It is an invitational process that is intended to facilitate the resolution of grief, promote healing and thereby free people to live and love themselves, others and God.

"They were like me. They knew the hurt, frustration and confusion that comes from a deep loss. They were so quick to respond to my silent cry for help, to detect the pain I felt."

For information about this healing weekend, please call the Family Life Office 844-123​4567

20 Weekend dates

June 24-26, Christopher Retreat Center, Raeville, XX Sept. 16-18, Camp Carol Joy Holling, Ashland, NE Dec. 9-11 Columbian, Retreat Center, Bellevue, NE

PUBLIC SERVICE ANNOUNCEMENTS
RADIO

Radio stations are approached by many organizations asking for assistance in publicizing non-profit events. Outlined below are some general suggestions to follow in submitting material to a radio station.

· If you are not currently working with a specific radio station, send an introductory letter along with your Public Service Announcements (PSAs) telling about your organization and its non-profit status. Follow up with a telephone call.

· Radio stations may have different requirements for public service announcements and programs. Know what they are and submit your material accordingly. Contact each radio Public Service Director for their specific needs. These requirements change from time to time, so keep in touch with the station.

· Type one announcement per 8 1/2 x 11 page. Send only one copy of each announcement to the station.

· Put the name of your organization, and your own name, address and daytime telephone number at the top of the page. Be sure to give specific starting and ending dates on the copy.

· In radio you are writing to be heard not read. On some stations, the radio personalities will want to adapt the style of your message to suit their. own style of broadcasting and on others they will want to read your message exactly as you submit it to them. To accommodate both types ' of presentation, write your message in a clear, concise, conversational style and, since it is meant to be read, write it in double space paragraph form.

· Time your copy 10 seconds (approximately 25 words), 20 seconds (approximately 50 words), 30 seconds (approximately 70 words), and 60 seconds ( approximately 140 words). 30 seconds is most commonly used.

· All copy should be written in the third person.

· Telephone numbers, street names, titles etc. should be written in full. Abbreviations can be confusing. Include only one telephone number or a short street address, never both as it becomes confusing to the listener.

· To make sure that your message is read on the air as correctly as possible, it is also a good idea to supply the station with a pronunciation guide to any unusual words or names in your spot. You do this by including a phonetic spelling in parentheses following the word.

· Copy should arrive at the station four to six weeks in advance of the release date.

· Copy should be addressed to: Name, Public Service Director, Station, Address, City, State, Zip Code

Name of person sending info
NAME OF SPOT

Widowed, Divorced, and Separated

Name of Organization Address

City, State, Zip Code
STARTING DATE: DEC. 1, 20_
Daytime Telephone No
ENDING DATE: JAN. 16, 20_
Email address
LENGTH OF SPOT: 30 SECONDS

Beginning Experience offers a support group program for separated, divorced, and widowed adults. The six-week series begins Monday, January 23, 20at St. Joseph's Lutheran Church, 1234 Jones Street, Raeville, XX. The purpose of the group is to offer a community of friendship, strength and growth through support and prayer. The group facilitators have experienced a death or divorce of a spouse. For further information call Paul Davis at 884-123-4567.

###

Name of person sending info
NAME OF SPOT

Name of Team
THE BEGINNING EXPERIENCE Address

City, State, Zip Code
STARTING DATE: DEC. 1, 20

Daytime Telephone No.
ENDING DATE: JAN. 16, 20

Email address
LENGTH OF SPOT: 30 SECONDS

Imagine that you are seven years old. . . and that you have just lost your parents in an enormous department store. Remember the confusion? The fear? You didn't know what to do, where to go or who to turn to for help.

Children or teens faced with a parent's death or a parent leaving because of a divorce face similar fears. The Beginning Experience offers "Who Am I Now?" a support group for children 7-17 to deal with the feelings that surround this loss. For more information please call Paul Davis at 844-123-4567.

SAMPLE RADIO PSA - 20 SECONDS

Name of person sending info
NAME OF SPOT:

Name of Team
BEGINNING EXPERIENCE WEEKEND Address

City, State, Zip Code
STARTING DATE: DEC. 1, 20

Daytime Telephone No
ENDING DATE: JAN. 16, 20

Email address
LENGTH OF SPOT: 20 SECONDS

For years, you have shared your life together. But suddenly, whether by death or divorce, you are alone. There is help for those who find themselves single again through a ministry called Beginning Experience. A place to share your pain with people who understand your loss.

Call Paul Davis at 884-123-4567 for information about this very healing weekend.

PUBLIC SERVICE ANNOUNCEMENTS TELEVISION

Television stations are asked by many organizations to assist them in promoting their organization. Almost all stations believe it is in the interest of the community to advise viewers of as many such events as possible.

It is a good idea to maintain contact with each Community Affairs Director regarding their specific requirements for Public Service Announcements (PSA's).

HOW TO PREPARE A PUBLIC SERVICE ANNOUNCEMENT.
Contact the Community Affairs Director at least six weeks before you want the PSA spot to air.

Y Typewrite all copy. Double or triple space on 8 1/2 x 11 inch paper, on one side of the piece of paper. In television copy the page is divided in half lengthwise, with the visual instructions on the left half of the page and the audio copy on the right half of the page.

· Put the name of your organization and your own name, address and daytime telephone number at the top of each page. Be sure to give specific starting and ending dates on the copy.

· Contact the television station for specific requirements. Most stations like to localize all pre-produced national PSA's by adding a local telephone number and/or address.

· In writing PSA's, two general aspects are important;

Audio Material - write to be heard not read. Copy to be spoken is usually a bit more informal in style than copy written only for the eye. Be brief, avoid adjectives and flowery prose. Remember you have a time limit. Time the spot announcement 10 seconds (approximately 25 words), 15 seconds (approximately 30 words), 20 seconds (approximately 50 words), 30 seconds (approximately 70 words), and 60 seconds (approximately 140 words). Check your copy to be sure it tells the who, what, why, when and where.

Visual - Television is a visual medium. Submitted material may be videotape, film, 35 mm color slides or high resolution digital images. The main requirement is that the content be horizontal (to fit the shape of a television screen). If you have no other visual material to use other than photographs, contact the station to see if the color photos you have are acceptable. When photographs are used, matte or dull surface prints are preferable since glossy prints reflect studio lights.

Supply enough visuals for the length of the spot desired. A 10 second spot will require 3-4 slides; 20 seconds, 6-7 slides; and 30 seconds, 8-10 slides. (Included in this count may be a page with the organizations name and telephone number.)

· Request return of your visual material if you want to preserve it. Otherwise, it will be thrown away. Do not ask a station to save a PSA spot for you. TV stations have limited storage facilities, but they can make a copy of your announcements for which a fee may be charged.

•
No commercial establishment name can be used within a PSA. CABLE TELEVISION

Do not overlook this opportunity. Contact the Public Affairs Director for possible talk show interviews or local area media coverage of an event your team is sponsoring.

SAMPLE OR TELEVISION PSA

Name of Organization Address

City, State, Zip Code Daytime Telephone Number Email address

Visual Slide t:

Kitchen table with one place setting.

Slide 2:

Man sitting at the table. Looks very lonely.

Slide 3:

Man holding The Beginning Experience Brochure.

Slide 4:

Family Life Office 844-123-4567


Audio

The house is empty now. (Pause)

And the silence is louder than thunder For years, you shared your life together. .. .

But suddenly, whether by death or divorce, you're alone.

There's help for those who are single again, through a ministry called The Beginning Experience.

Call 844-123-4567 for information about a support program near you.

GENERAL POINTS

Get to know reporters and editors, develop a good working relationship with them. This is most important.

➢ Be accommodating. Abide by the deadlines established. Allow as much lead time as you can. Plan ahead.

➢Find out the length of news releases they would most likely use.

➢Send a thank you letter.

➢Check with local area advertising agencies. They may be willing to work within your publicity budget.

➢ State and Community colleges have Journalism Departments that may be willing to take on an advertising project for your team.

SAMPLE INTRODUCTORY LETTER June, 20

Dear Friend,

The loss of one's spouse through death, separation or divorce is a devastating experience. Loneliness, sorrow and sadness are common feelings. Beginning Experience offers those who have lost a spouse a special experience and opportunity to turn pain into a time of grace, a time to heal, a time to begin again.

Beginning Experience, a weekend program, is designed to help deal with the pain and adjustment that accompanies a lost relationship. It provides an atmosphere of support and acceptance where those persons can come together to re-evaluate themselves and their lives and move on to the future with renewed hope.

The Beginning Experience is an international peer ministry for separated, divorced and widowed persons of all faiths. It is an invitational process that is intended to facilitate the resolution of grief, promote healing and thereby free people to live and love themselves, others and God. A specially trained team of men and women who are separated, divorced or widowed lead participants through the weekend schedule. The weekend lasts from Friday evening until Sunday afternoon and consists of presentations by the team members, followed by private reflections and dialogue in small groups. The weekend is quiet, reflective and spiritual.

The enclosed brochure contains additional information and an application form. Speakers are available upon request. Please contact Paul Davis at 884-123-4567 for additional information.

Sincerely,

SPOT: 30 second PSA Start Date:


End Date:









A Publicity GUIDE


