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HOW TO WRITE A NEWS RELEASE

Committee:

Public Relations

Contact information for questions:

publicrelations@ALAforVeterans.org

How to write a news release:

« Gather correct and pertinent information.
* Prepare anews release with the WWho (who s invited and who i the sponsor), What
(whatis the ALA information/event/program), When (day, date, time). Where.
(location, strect address, city), Why (provides a reason the event is being held) and
How (other special information a member or the general public would need to know
in order o participate i this event). Templates are available at
W ALAforV eterans.org.

* The inverted pyramid
(shown above) is 3
‘common method for
writing news articles
and releases. It can be.
thought of asa simple
upside-down triangle.
The widest part at the
t0p represents the most
important information, and it tapers down i order of diminishing importance. Who,
‘What, When, Where, Why and How should all be included in the opening
‘paragraph or two. This formati valued because readers can leave the story at any

int and understand it even if they don' have all of the details. By placing less.
important information at the end of the story, it can be removed so the artcle can fita
fixed size, or it can be “cut from the bottom. ™

« Include contact information: a name, phone number and email address.

« Provide deadline information if spplicable.

Distribute public relations information via resources available in your community—io

newspapers, radio sations, TV siations, blogs: post o a website; display advertising

posters on community boards, in city hal, grocery stores, VA hospitals; share
information with other persons who may help your unt reach the target audience such
a5 a veteran service officer, Family Readiness Group or National Guard armory
personnel.

« With today’s technology, it is imperative that your information be shared
electronically. Utlize Auxiliary websites, Facebook, Twitter, Googlet, Linkedin, and
YouTube.

= Online public relations resources are available at wwwv. ALAforVeterans.org.
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HOW TO UTILIZE FACEBOOK AND TWITTER
TO PROMOTE AUXILIARY EVENTS AND ACTIVITIES

Committee:
Public Relations,

Contact information for questions:
publicrelations@ALAfor Veterans.org.

Facebook

et up apersonal Facebook account (fyou do not have an account areads)
1. Goto www.facebookcom.
Enter your name.
Enter your email where indicated.
Create  password.
Enter yourbirthdate and gender.
Click on the sign up buton
You e now on your Facebook home page.
Click on your name in upper ight hand commer. Thi s where you update your profie
Click on find friends in upper right hand corne. You can import contact fom your emal
address ook, o requet o be riends ndividualy inthe search bar by name or emiladdres.

Twitter

Set up a Twitter account i you do not have an account alreads)
1. Go to www.twitter.com.
2. Enter your ful name, email and a password.
3. Click sign up for Twitter.
4. On the next screen, you will choose your username and agree {0 the terms of service.
s.
.

Click ereate my account.
Go through the welcome and follow five accounts (such as @ALAforVeterans and
@AmericanL_egion) and click next. Then select five well-known people or agencies (consider
categories like government and news) and click next.

7. Youare then given the option to see if your friends are already on Twitter by scarching your
email address book. If you do not wan to do this, clck skip.

8. You can choose to upload an image for your profil picture and write a brief bio about yourself.
1£you do not want to do his,click skip.

‘Smartphones with Facebook and Twitter
If you own a smartphone, be sure to download both the Facebook and Tiwiter apps to post and tweet
about the American Legion Auxiliary while you're on the go! Facebook and Twiter do not charge for

these services: check with your phone provider for data charges.
Pubic Relatons
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Got Something t

How

Share?

Facebook

Using your smartphone or computer, send
tweets about the accomplishments of your unit's
Service in the community. Tweets can also
include photos (see “Photo Tips™ at right). You
can even link to.a news article or websit.

‘Sample Tweets: (140 characters or less)

+ #ALA members teaching Sth graders
meaning behind 13 folds of #flag

* 13 #ALA volunteers at @DeptVetAffairs
VAMC visiting hospitalized #veterans
and passing out socks

« #ALA Unit 98 distrbuted 750 #poppies
today, raising money 1o assst & support
#veterans and their familics

« #ALA #LegionRiders
@AmericanLegion & SAL members
building wheelchair ramp for raq
#veteran

« #ALA Unit 1 & friends packing care
packages & writing thank-you notes for
#servicemembers #NationalDayService:
#2015MLKDay

Other suggested hashtags: #veterans,
#volunteer, #military, #nationsheroes, #ALA,
#AmericanL_egionAuxiliary

Using your smartphone or computer, upload ALA
program events and action photos of your unit or
department members
Posts Might Include:
« Meeting date and times.
« Reminders of report deadlines.
« Photos and summaries of ALA members
filling backpacks for military children.
« Volunteers serving food to veterans.
« Members in Auxilary atire distributing
poppics.
* Legion Family members painting the
extrior of a veteran's house.
« Junior members participating in mission-
focused projects
+ Combined functions with the entire:
American Legion Family.
* How and where to apply for AEF granis in
times of need.
Photo Tips:
« Take action shots, not just portait styl.
« Aim for tight, close-up photos.
+ Avoid “back-of-head” shots.
* Remember to get vertical photos as well,
« Collect photo release statements when
« Pay attention to what else appears in the
photo(ic., beer signs, etc.).

You Will N;

A computer, smartphone, or tablet with the
ability to download an application.

A smartphone with a built-in camera and data
plan, or a computer and digital camera.

Share your posts and photos with
@ALAforVeterans on Facebook, Twittr, and
Instagram! Your photos may appear in ALA
media.

Fubic Reiatons
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HOW TO SET UP A DEPARTMENT OR UNIT WEBSITE

Committee:
Public Reatons

Contact Information for Questions:
publicrelations @ALAforVeteans org

1. Determine the purpose of the site = o aitract new members, communicate with current
ones, or both.

2. Decide on a domain name (Y ourSiteName.org) and hosting (service that connects your
site 10 the Intenet). You will probably have to pay a nominal fee for the domain name.
‘You may be able to find a host for fre.

3. Using the ALA Branding Guide (available at www.ALAforVeterans.org), design your
website with a professional appearance.

4. Include general information about the American Legion Auiliary.
5. Use the content suggestions located in the ALA Branding Guide.
6. Include at least one link to www. AL AforVeterans.org on your websie.

7. When including information on your website from www.ALAforVeterans.org, include:
links to the information rather than posting it directly to your site. Ifinformation changes
atthe national level, the link will ensure your website visitors receive the latest
information.

8. Update your website regularly. People visiting your website will keep checking it if the
contentis current and fresh.

9. Avoid including information on your website that contains internal language and.
acronyms that may confuse users. Examples include NEC, PNP, PDP.

10. Care should be exercised when linking to other websites. Information included on
websiteslinked to extemnal stes should be supportive of the Auxiliary's mission, message
and values. Suggested links include www.ALA forVeterans.org, wwwv egion.org, and
Your depariment American Legion Ausiliary website

1. Check your website regularly to ensure the links are working properly. Broken links will
frustrae users, and they may stop checking your site.

12 Be sure to include contactinformation for your department or unit i an easy-to-find
location on your ste. Also include contactinformation for the webmaster.

Fubic Reiatons
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