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Public Relations for Small Businesses

Community Service Worksheet
These four worksheets will help you make the three key decisions of public relations for your business.  You can use them to help you create your public relations strategy.  The Community Service Wish List is a simple, open-ended worksheet that allows you to brainstorm any number of possible community service activities you might want to consider.

The Community Service Strategy Worksheet (next page) helps you select the best ones from the Wish List, compare them, and select the one(s) you’ll actually take on.
The Community Service Plan helps you plan the various tasks necessary to take on the service activity and assign responsibilities and target dates to individuals in your business.

The Publicity Strategy Worksheet will help you think about how you’ll publicize your community service activities and your business’s notable events and achievements.

Community Service Wish List

List all the community service activities you think you might like your business to support, without regard to practicality.  At this point it doesn’t matter if it would be feasible to provide the service.  Simply list it if it “sounds good” to you.  It could be an activity that doesn’t exist which you would have to create, or an existing activity that your company might support.
	NAME OF COMMUNITY SERVICE
	BRIEF DESCRIPTION OF SERVICE

	
	


Community Service Strategy Worksheet
Use this worksheet to capture your thinking and key points about each potential community activity you might take on.  Keep your entries brief, covering only the main points about each service.
	COMMUNITY SERVICE

Name of service
	RESOURCE NEEDS

What business resources are you willing to dedicate to this service?
	PUBLICITY

How will you publicize your business’s role in this community service?

	
	
	


Community Service Plan

When you’ve decided which community service activities you want your business to take on, you can use this planning worksheet to begin the implementation process.  You’ll have to make a copy of this blank planning worksheet for each community service.

	Name of Community Service:
	

	TASK NAME & DESCRIPTION
	RESPONSIBLE PERSON
	TARGET

DATE

	
	
	


Publicity Strategy Worksheet
Use this worksheet to capture your thinking and key points about the community service activities and/or the notable company events and achievements you want to publicize.  You’ll want to think through your publicity strategy for each community service activity, and also for any business events and achievements you expect or that might occur in the near future.
	ITEM

Name the service activity or the business event or achievement you intend to publicize
	CHANNELS
Identify the publicity channels you intend to use (name them) and the approximate budget required, if any
	MESSAGE POINTS
List the key points you want to publicize about the community activity or the business event or achievement.

	
	· 
	· 


Guidelines for Press Releases


FOR IMMEDIATE RELEASE
CONTACT INFORMATION
Contact Person
Company Name
Telephone Number
FAX Number
Email Address
Website URL

XYZ, Inc. Announces First-Ever On-Line Widget
The headline is one of the most important components of the press release as this needs to "grab the attention" of the editor. It should be in bold type and a font that is larger than the body text. Keep the headline to 80-125 characters maximum. 
<City>, <State>, <Date> - Never take for granted that the reader has read the headline. The first paragraph should be clear and concise. The opening sentence contains the most important information; keep it to 25 words or less. It needs to contain information that will "entice" the reader. Your story must be newsworthy and factual; don't make it a sales pitch or it will end up in the trash.

Answer the questions "who", "what", "when", "where", "why" and "how". The text should include pertinent information about your product, service or event. If writing about a product, include details on when the product is available, where it can be purchased and the price. If you're writing about an event, include the date, location of the event and any other pertinent information. You should include a quote from someone who is a credible source of information; include his/her title or position with the company, and why s/he is considered a credible source. Include information on awards, articles published, important interviews given, and any other information that will enhance the credibility of this person. 

Keep sentences and paragraphs short; a paragraph should be no more than 3-4 sentences. The release should be between 500 to 800 words and spell checked for errors. Don't forget to proofread for grammatical errors. The mood of the release should be factual, not hyped; don't use a sales pitch as it will ruin your credibility with the reader.

The last paragraph before the company information should read: For additional information on (put in the subject of this release), contact "name" or visit www.yoururl.com. If you offer a sample, copy or demo, put the information in here. You can also include details on product availability, trademark acknowledgment, etc. in this area of the release.

ABOUT <COMPANY> - Include a brief description of your company along with the products and services it provides.

- END - 

Type "End" on the first line after your text is completed. This lets journalists know they have received the entire release. If your release goes over one page, type "MORE" at the bottom of the first page.
The Three Key Public Relations Decisions


What community services do you want to provide?


What business resources are you willing to dedicate to these services?


How will you publicize your business’s role in these community services?





Use this guideline to help you write and format your press releases.  If you prefer to design your own, be sure all the points discussed below are covered in your press release.
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