The Press Kit:

Media Tips

These tips are designed to help you develop a positive presence in the community should you choose to announce your project and its impact on your students. We ask that you mention the Solano Community Foundation, Westamerica Bancorporation, MV Transportation, Copart, Wells Fargo, ATT, Kaiser Permanente, PGE, Twilight Rotary Charitable Fund, The Beacon Fund, The Frank H. and Eva B. Buck Foundation (Vacaville), Valero, Board of Supervisors John M. Vasquez, and several individuals when discussing your project.
· Prepare a news release. This is a way of communicating with the media and provides the “who, what, when and where” of your news. For the most part, newspapers will run your release as a brief in their paper. However, it might also introduce a reporter to your news, ultimately resulting in an article. A sample press release is attached.

· Develop a distribution list. Your list should include local newspapers, radio stations and television stations. Address the release to the education editor as well as the features editor in newspapers and to the assignment editor at television and radio stations.

· Issue your release. E-mail or fax the release to all media outlets.

· Pitch the story. Follow up by calling media contacts to confirm his/her receipt and to pitch your story. Emphasize why this would interest their readers or viewers.

· Remember timing. The best way to reach a news desk is in the morning, not in the late afternoon when they are crunching for deadline.

· Alert the media in advance. Invite the press at least two weeks prior to visit your site while completing your project. Newspapers like to have photo opportunities and this would provide them with one. Make sure you have exact time, room number and permission from your principal for the reporters.

· Beyond the press release. Use this occasion of receiving a grant and completing your project to educate your local newspaper editors about your school. Discuss the outcome of your award at school board meetings and school events.

· Prepare a letter to the editor. Thank the grant writers by writing a letter to the editor regarding your project. Three samples of a “Letters to the Editors” are attached. 

The Press Kit: Sample News Release for Grant Notification
News Release

For Immediate Release

Today’s Date

Contact: (Insert your school’s contact name, telephone number and e-mail address)

(Insert school name) Awarded Grant from the Education Plus! Mini-Grant Program

(Insert your city) – Thanks to a grant from the Solano Community Foundation, (your class) will be able to provide (project) to (number of students) students. Describe how you will use the grant money for the benefit of your class).

(Insert a quote from you and/or principal).

(Insert a quote from SCF president and CEO Stephanie Wolf provided for you in the Fast Fact Sheet).

(Use information from the Fast Fact Sheet regarding program statement and statistics).

Please include Solano Community Foundation’s website at www.solanocf.org.

# # #

The Press Kit: Sample News Release after Completing Project
News Release

For Immediate Release

Today’s Date

Contact: (Insert your school’s contact name, telephone number and email address)

(Insert school name) Students Complete Project from the Education Plus! Mini-Grant Program

(Insert your city) – Students at (name of school) completed (name of project), leaving them with a sense of fulfillment and accomplishment that they otherwise may not have experienced.
Thanks to a grant from the Solano Community Foundation, (your class) will be able to provide (project) to (number of students) students. Describe how you will use the grant money for the benefit of your class).

(Insert a quote from you and/or principal).

(Insert a quote from SCF president and CEO Stephanie Wolf provided for you in the Fast Fact Sheet).

(Use information from the Fast Fact Sheet regarding program statement and statistics).

Please include Solano Community Foundation’s website at www.solanocf.org.

# # #

Sample Letter #1 to the Editor

Date

Letter to the Editor

Newspaper Name


Newspaper Address

Dear Editor:

As a teacher at ______________, I’d like to say thanks to the Solano Community Foundation, Westamerica Bancorporation, MV Transportation, Copart, Wells Fargo, ATT, Kaiser Permanente, PGE, Twilight Rotary Charitable Fund, The Beacon Fund, The Frank H. and Eva B. Buck Foundation (Vacaville), Valero, Board of Supervisors John M. Vasquez, and several individuals for partnering to make mini-grants available to Solano County school teachers.  

The funds received will allow me to implement (description of project).

It is gratifying to know that such funds exist to assist with projects that might not have been done without this grant.

Thank you to all the partners of the Education Plus! Mini-Grant Program.

Your name

Address

City, State

Phone number

Sample Letter #2 to the Editor

Date

Letter to the Editor

Newspaper Name


Newspaper Address

Dear Editor:

I am a teacher at ______________ and I want to express my sincere appreciation to the Solano Community Foundation for partnering to make mini-grants available in Solano County schools.  My students will be able to participate in a special project because of the grant I received through the Education Plus! Mini-Grants program.

These funds will allow us to (description of project).

During these difficult financial times at all schools throughout the county, it is heartwarming to know that these groups care about our students and want to assist with projects that might not have been implemented without this grant.  

Thanks to all the partners for Education Plus!

Your name

Address

City, State

Phone number

Sample Letter #3 to the Editor

Date

Letter to the Editor

Name of Newspaper

Address of Newspaper

Dear Editor:

I teach at __________________ and I want to express my sincere appreciation to a group of Solano County community organizations who have partnered to fund some special projects for school children.  The Solano Community Foundation, Westamerica Bancorporation, MV Transportation, Copart, Wells Fargo, ATT, Kaiser Permanente, PGE, Twilight Rotary Charitable Fund, The Beacon Fund, The Frank H. and Eva B. Buck Foundation (Vacaville), Valero, Board of Supervisors John M. Vasquez, and several individuals have collaborated to make mini-grants available to Solano County school teachers for special projects through the Education Plus! Mini-Grants program.

The grant I received will allow my class to (description of project).

Public schools throughout the county are struggling financially and often have to cut programs such as art and music.  It is gratifying to know that these organizations care about our students and want to fund projects that might not have been available without these funds.

Thank you to all the partners for making Education Plus! a reality.

Your name

Address

City, State

Phone number

