PR BLITZ!
Event Publicity – 

The Partners in Education Approach

Steps to Success

· Set specific, measurable goals.
For the VIPS Breakfast: 

· Increase attendance

· Get our message to all volunteers

· Spotlight our volunteer program on a district/community-wide level

· Define your audiences.

For the VIPS Breakfast:

· All campus volunteers including Spanish-speaking volunteers

· Katy ISD Administrators

· Look for synergy.

For the VIPS Breakfast:

· Partners in Education Annual Report

· Partners in Education Open House

· VIPS University

· VIPS General Board meetings

· Katy ISD District Publications

· What vehicles will you use?

For the VIPS Breakfast:

· Local media – magazines and newspapers

· District web site/Campus web sites (link to district site)

· Share-with-your friends email/eNews bulletins

· School marquees

· Printed invitations/Save the Date cards

· Campus posters/Campus newsletters

· Elementary take-home folders
· Neighborhood newsletters/community marquees

· Build a timeline and assign responsibility.

For the VIPS Breakfast – see pages 4 and 5
· Monitor response.
For the VIPS Breakfast:

· RSVP numbers as they come in

· Review results.
For the VIPS Breakfast:

· Attendance

· Audience response

· Likes and Wishes

· Thank and recognize

For the VIPS Breakfast:

· Thank you letters to keynote speaker and student performers

· Volunteer of the Year photo in local media

· Handwritten notes and celebration lunch for VIPS Executive Board

· Thank you notes to all donors (Houston Plants)

· Pies from PIE to Katy ISD support departments:  LMC staff, Transportation, Food Services, Maintenance, Police
And Last, but Not Least . . .

A Few Extra Tips
Your overall goals for publicizing your event should include . . .
· Consistently getting the attention of your audiences with their resulting commitment (RSVP’s!) and buy-in (volunteer support).

· Reaching the widest possible audience - repeatedly!

· Creating a buzz!  Transcend any written media with person to person encouragement within each of your target audiences.  You want your event to be the talk of the campus – before it occurs!  
· Creating excitement and anticipation for your event.

Your goals for your messages must include . . .

Accuracy ~ 
All information is always correct – no mistakes allowed.  Always get someone to proof your articles and even your emails before you send them.
Clarity ~ 
Everything should be easy to read.  Your audiences should know within a few seconds the name of your organization, your event, its purpose, and how you want them to respond.
Accountability ~ 
Always include the name and contact information of your event chairmen or volunteer coordinator.
Consistency ~ 
Your message should sound and look much the same every time.  Try branding the event with a logo or your school mascot.  Use the same font and colors.  Create and use a tag line – the last line in every article.  For example, “The Volunteer in Public Schools Breakfast is brought to you by Katy ISD Partners in Education, the department that brings the community into the classroom.”

And, a few more ideas . . .
· Assign a volunteer publicity coordinator to large events.  All chairmen should coordinate publicity through that volunteer.
· Set your event dates early and stick to them!
· Keep notes or put together a notebook to record your press releases, email, etc.  You’ll be doing yourself, or next year’s chairmen, a huge favor!
· Pace yourself.  Be wary of over-exposure and too much hype.
· Don’t forget good, old-fashioned “reach out and touch!”
VIPS BREAKFAST PUBLICITY TIMELINE 2006
	WHEN
	WHAT
	WHO
	

	Spring ‘05
	Set the Date! Include in PIE & District Calendar/Inform principals and administrators
	Martha/Janet
	Preliminary

	Fall ‘05
	Include VIPS Breakfast date in PIE Annual Report, PIE Open House packet, VIPS University program, Katy ISD district publications.
Announce and remind at VIPS General Board meetings.
	Janet/Martha
VIPS Executive Board
	Preliminary

	Dec/Jan
	Announcement to local magazines
	Martha/Sally
	Preliminary

	January 4th
	Save the Date card to Print Shop
	Martha
	Preliminary

	January 18th
	Distribute Save the Date cards to campus coordinators
Campus newsletter Save the Date article to campuses

Save the Date eNews announcement/web site posting to campus principals

VIPS web site posting

Katy ISD web site posting

Save the Date announcement to local media/neighborhood newsletters
	Martha
Janet

Janet

Sally

Janet

Martha
	First Wave – Save the Date Blitz

	January 30th
	Invitations/posters to Print Shop (Spanish and English)
	Martha
	Preliminary

	February 5th
	Distribute posters/invitations to campus coordinators
	Martha
	Preliminary

	February 13th
	Follow up article to area magazines
	Sally
	Preliminary

	March 13-17th
	Spring Break
	
	

	March 23rd 

week/10 days
	Mail secondary invitations
Invitations in Elementary take-home folders
	Martha
Campus Coordinators
	Preliminary

	April 3rd
	Campus newsletter article to campuses
eNews announcement/web site posting/marquee announcement to campus principals

VIPS web site posting

Katy ISD web site posting

Press release to local media

Community marquee announcement
	Martha/Janet
Janet

Sally

Janet
Martha

Janet
	Second Wave – Enhancing the Invitation

	April 21st
	RSVP deadline
	
	

	April 27th
	VIPS Breakfast
	
	

	April 30th week
	Post-event press release w/photos to local media and magazines
Thank you letters signed and mailed

Photos posted on VIPS web site

Pies to Katy ISD Support Staff

Notes to VIPS Executive Board
	Martha
Janet/Martha

Sally

Martha

Janet/Martha
	Third Wave – Post Event
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