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D5500 Club Public Relations/Communications Training

17 May 2025 Leo Lawrenson



AGENDA

 Club Public Relations (PR)/Communications Duties
* Things to Think About

e Tools for Club PR/Communications
 DACdb/ClubRunner/My Rotary and Other Digital Tools
e Additional Club PR/Communications Resources

e Questions/Sharing

Rotary

District 5500




PR/COMMUNICATIONS DUTIES (from MyRotary)

CLUB PUBLIC IMAGE
COMMITTEE
JOB DESCRIPTION

ﬁspartnfvnmduhspnhhcmagemmmrtt&e vou tell Rotary's story. This means
raising awareness of who we are, how we collaborate to solve problems, and how the
work we do together makes a difference in our communities.

One way vou'll do that is by developing and implementing strategies to promote your
club's projects, events, and other activities. Your overall responsibilities include:
Participating in your district training assembly

Participating in the district vibrant club workshop

Setting public image goals and developing a plan to achieve them

Making sure that the club’s website and other communications, such as
pamphlets, newsletters, and social media, use Rotary's voice, visual identity, and
logos correctly

Using the resources in the Brand Center to enhance Rotary's public mage

Using People of Action materials to illustrate who we are and how we engage with
our communities

R t Using social media to Taise awareness of Rotaly and your club
0 ary Promoting club events and projects to members, local media outlets, and people

District 5500 in your community




PR/COMMUNICATIONS DUTIES

e Set club public image goals and develop plan to achieve them

 Manage club website/homepage, newsletter, social media
pamphlets

* Work with local news media (e.g. newspapers, TV, radio, community
websites, podcasts)

 Interface w/ D5500 Communications Chair (Kasia Yuska, David Lenox)
o Articles, ads for weekly D5500 ezBulletin IMPACT!
e Possibly serve on D5500 Communications Committee

T et Bk, e B G dovond Buraings B o T ey et
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THINGS TO THINK ABOUT - Club Website / Homepage

e Determine target audience (Club? Public? Both?)

 Decide what to communicate (Your club? Rotary? mix?)

e Choose your platform (e.g. DACdb, ClubRunner, GoDaddy, etc.)
e Use a webpage builder tool or a webmaster

e Keep it current! e

Rotar
Rpdcotraid A Rotary
- Club of Oro Valley

Rotary 15,0

District 5500



MORE THINGS TO THINK ABOUT - Club Website / Homepage

e Adhere to Rotary Int’l branding guidelines!

e Mark of Excellence — not to be used alone, never altered
 Masterbrand — generally reserved for Rl use

 Clublogo
e Colors & Fonts

NOT allowed!

N
N

Rotary (&<
District 5500
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THINGS TO THINK ABOUT - Social Media

 Set Goals
o Specific and measurable (e.g. increase followers by 15%)

e Choose your platform (e.g. Facebook, X, Instagram, LinkedIn, etc.)
o Start with ONE (based on target audience and community use)

 Decide what to communicate (your club? Rotary? mix?)
« Don’'t use acronyms (e.g. PETS, RYLA, PE, DG)

Rotary

District 5500




THINGS TO THINK ABOUT - Social Media

 Set Goals
o Specific and measurable (e.g. increase followers by 15%)

e Choose your platform (e.g. Facebook, X, Instagram, LinkedIn, etc.)
o Start with ONE (based on target audience and community use)

 Decide what to communicate (Your club? Rotary? mix?)
« Don’'t use acronyms (e.g. PETS, RYLA, PE, DG)
o Keep meeting info to minimum- show members in action!
 Use hyperlinks & hashtags to allow people to find out more

. "...'t.i =

-

Good! -> -2 | <-Not so good!

Rotary
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MORE THINGS TO THINK ABOUT - Social Media

« Choose ONE domain/username/handle that reflects your club
o Post 1-3 original posts per week (keep it fresh!)
 Adhere to Rotary Int’l branding guidelines! Primary Fonts
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MORE THINGS TO THINK ABOUT - News Media

« Make sure you and your club’s image is in line with Rotary’s
public image

e Learn key points for talking about Rotary and use them when
speaking in public

e Share your club’s Rotary stories with the local media

District 5500 '*°


Presenter
Presentation Notes
There is a big difference between press releases and media alerts, though often they can work together. 

Press releases can be used for various announcements, whether it is an organizational change, event, milestone, or new partnership with a non-profit or other organizations. The release can happen before or after the event, depending on what you are trying to achieve, such as getting attendees to an event or getting a broader story out to the public that you can post on your and your partners websites for some longevity. Press releases are typically written in narrative format with quotes and should strive to be less than 600 words, probably closer to 500. Where that gets a bit tricky is if there are supporting quotes or information, such as from partners or nonprofits that you are working with. Best to keep press release to major news (events, donations, partnerships, etc.) and not every single thing a club is doing. 

Media alerts are typically brief announcements about an upcoming event or activity before the event happens to draw attendees. They are usually 300 words or less in either a bulleted or narrative format. They can be combined with a press release that is issues after the event to give more attention to the event or announcement. 

Often times, if you have a big event coming up, then you can do a media alert before the event and then a press release afterwards that covers the events. That way you get a lot of coverage for a longer amount of time. 


MORE THINGS TO THINK ABOUT - News Media

Press Releases
& Media Alerts

* Press Releases: An informational article with quotes that announces an ',
organization change, event, milestone or partnershlp e|ther before or
after the fact. Keep press releases to major news.

* <600 words In narrative format- could be more W|th quotes

. Media Alerts: Brief announcements about an upcomlng event or act|V|ty._'
« <300 words in either bullets or narrative format -
 NoO quotes i

Rotary

District 5500


Presenter
Presentation Notes
There is a big difference between press releases and media alerts, though often they can work together. 

Press releases can be used for various announcements, whether it is an organizational change, event, milestone, or new partnership with a non-profit or other organizations. The release can happen before or after the event, depending on what you are trying to achieve, such as getting attendees to an event or getting a broader story out to the public that you can post on your and your partners websites for some longevity. Press releases are typically written in narrative format with quotes and should strive to be less than 600 words, probably closer to 500. Where that gets a bit tricky is if there are supporting quotes or information, such as from partners or nonprofits that you are working with. Best to keep press release to major news (events, donations, partnerships, etc.) and not every single thing a club is doing. 

Media alerts are typically brief announcements about an upcoming event or activity before the event happens to draw attendees. They are usually 300 words or less in either a bulleted or narrative format. They can be combined with a press release that is issues after the event to give more attention to the event or announcement. 

Often times, if you have a big event coming up, then you can do a media alert before the event and then a press release afterwards that covers the events. That way you get a lot of coverage for a longer amount of time. 


MORE THINGS T THINK ABOUT - News Media
Press Re eases |

, Header : * Rotary Club Logo
' ' G W) e FOR IMMEDIATE RELEASE or HOLD UNTIL <DATE>

Headlln(? o\ A |t A * One sentence, 70 characters with spaces
e N RN A A - ..' e+ Canalsoinclude sub-head with one sentence with more info
+ What, When, Where i « Date of the press release and the city it is coming from

| , « Name of your event and/or what you are announcing

' = N AT _ « Date and time of event or announcement (day, date, time — AM or PM)
AR gy AL  Where is it being held (place and address)

* What/who are you celebrating?

« Why should the public attend if it is an event?

Nl W) A "« Whatis the impact/benefit of the event/announcement?

] Why-(,Impior,tqnce,&'lmpact)'I ' .

- 'Quotes (someone frpm YOUV = Typically from Club President or Vice President
organlzatlon) | ) -+ Excitement for the event/announcements and its impact and praise for the

Y - , : , beneficiary organizations and partners

Rotary W,

District 5500


Presenter
Presentation Notes
The format of a press release begins with your Rotary Club logo and the words FOR IMMEDIATE RELEASE. If you want a paper to hold a release until a specific date, put the words “HOLD UNTIL <DATE>. 

The main headline really needs to be 60- characters with spaces if you want Google Search to display the entire headline. If you don’t care if the whole headline is displayed then make sure that the first 60 characters says the most important information you want to send out. Subheads can also provide more information, but seldom will media use them in print. Some online calendars provide an opportunity for subheads. 

In the first paragraph, you should provide the what, when and where your event or announcement is happening (in-person or online). The next paragraph should show the importance of the announcement and the impact. 

Quotes from the Club  would typically come from your president or vice-president. Or if you have a Event Chair, then that person would also be good to quote. The quote should express excitement for whatever is being announced and its impact, along with any praise for beneficiaries and or partners. 


?’\AOE THINGS TO THINK ABOUT - News Media
Press Releases =

. Quc;tes (an external S'pakéspersoﬁ) LS Typically, a C-level of a beneficiary organization or partner — try to limit to two
' AR A 2 a8 partner quotes if possible

¥ II ] R

) - , .+ * Recognition for the Rotary Club’s work and the impact of the outcome
' pafticip'ant/part,{er ilnf,ormati‘on ;  List other participants and partners that are involved in the event or
- S N announcement.

| i ~+ '« Background history of what you are announcing if applicable

", ik
L]

Activity |'nfdrma;[i(',ﬁ' A ; 1l e List any activities that are happening during your event or as a result of the
s YA R i K announcement.
IC—aII to ,Actié)'n | A—K © .. v+ Whatdo you want the reader to do? Attend an event, donate, volunteer,

. : go to a website for more information?
«+ e Provide URL (typically written out) for website or registration page

.'i'. ¥ U and QR code. E - E

Rotary i
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Presenter
Presentation Notes
Quotes from external spokespeople such as your club’s town’s government or a nonprofit partner should come from someone pretty high up, like the Mayor or a C-level person at the nonprofit. Their content should be some recognition for the work of your club and the impact of the outcome (e.g., raising funds, volunteering, providing a critical service such as food, clean water, books for literacy, etc.)

Then the call to action comes next. What do you want the reader of the release do next? Register for an event, donate, volunteer, or just go to the website for more information, etc. Remember to also provide both the url (most papers will use this) and a QR code for easy access to your website.  
Next give a brief acknowledgement of other participants and partners and the activities that people can expect if it is a in-person or online event. 

You can embed links for websites and registration pages, but most printed PR is going to need them written out. 


MORE THINGS TO THINK ABOUT - News Media
Press Releases
"AbclJ.ut' ) , i ¢ « The About describes your club’s mission and impact.

(S A T e ..+ 1-2sentences with club’s website url at the end.
Al » Partner(s) About(s) if need

[

‘PR.Con'téct AR Sy .+ « Publicity contract for media and others to get more information or interviews.
MO Name, title, email, phone number.

Photo' 1R, Have an approved photo with caption that illustrates your event or
kg U o 0 DS I 4P 7 N announcement (300 dpi, jpeg format)

Steve Witthoeft (far right), Edge
Board of Directors, and a Past
President of the Rotary Club of Oro
Valley, presents an $8,000 check to
Edge High School from the 2023
Taste of Oro Valley proceeds.

Rotary W

District 5500


Presenter
Presentation Notes
Provide an About your club, which is your club’s mission and impact. This should only be about one or two sentences, with club website url at the end. Also, you should list the Abouts from any partners who you are quoting in the release too that are critical to your release. 

The PR contact is primarily for editors to contact if they have questions. It doesn’t typically get published with the release. 
These days you really need a photo with a caption to get anything published in print or online. So, make sure that you take that into consideration when sending editors your release. They need to be high resolution (typically 300 dpi) to be printed and send in jpeg format. Be aware that you cannot share photos of children under 18 years old unless you have written permission from their parent/guardian or the organization such as we have below with Edge High School. 

We’ve provided the full release about Edge High School so you can see how that was done. 


|\/IORE THINGS TOTHINK ABOUT - News Media
Media Alerts

-Header' - S  Rotary Club Logo
v oot .« MEDIAALERT — IMMEDIATE RELEASE (or HOLD UNTIL <date>

"He,aidlline“ TR ..+ Onesentence, 70 characters with spaces

. ; SN s « Can also include a sub-head sentence to provide more information
' What, When; Where RUAN « Date of the media alert and city/state it is coming from
(can tI)e- a narrative or Ibulle?s) 45N e Could be narrative or bulleted information:
%, AL A\ L | « Name of the event/announcement
AL e AN SR o Date and Time
LSRN A o Ve ol « Place (with address and any identifying landmarks)
I-Whyl"l LA R AN "« What is the event/announcement?
RN S ) Y TR -+« Whyshould people attend/learn about it?
S ... .. s Whatis the impact/who does it benefit?
AR TN i A Y | | - |
vE Wl oy ..+« Ifyou have entrainment or a speaker, include description and picture
~Call to Action S ABAR ~+ Provide URL (typically written out) for website or registration page _- e
\. R : and QR code. o,
Rotary iy ;
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Presenter
Presentation Notes
The media alert follows the same basic format as a press release for an event, only with 300 or less words and can be either written our in a narrative format or in bullets. It does not have any quotes, but if the event has a speaker or entertainer, then provide that information and a picture. 


MORE THINGS TO THINK ABOUT - News Media

I\/Iedla Alerts

About [ |

PRCONtAGE | | ity

Photor - d

Rotary i

District 5500

The About describes your club’s mission and impact.
The Speaker’s Organization’s About

Publicity contract for media and others to get more information or interviews.
Name, title, email, phone number.

Have an approved photo with caption that illustrates your event or
announcement.

Susan Hartley Ph.D is a peacebuilding activist, Rotary Peace Fellow,
clinical psychologist, and an advocate for promotion of population
wellness through addressing the social determinants of health. She
has extensive experience in gender rights and anti-poverty activism
and is a long-time volunteer with not-for-profit organizations that
address human rights and gender based structural and cultural
violence and will headline a distinguished list of speakers at the
Southern Arizona Rotary District 5500 Conference of Rotarians and
Friends at Tubac Golf Resort & Spa, 26-27 Sep 2025.


Presenter
Presentation Notes
Typically, you only put your club’s about since there is no partner quote. However, if your event features a prominent speaker, then it is okay to add their organization’s About, but not really necessary. And as with a press release, media alerts require photos with captions. 

We’ve provided the release about last year’s District 5500 Conference as an example. 


MORE THINGS TO THINK ABOUT - News Media

Press Release
‘& Media Alert
,Tlmmg & i
. F._req.,u___ency.

Rotary

District 5500

Quarterly media: 3-4 months prior to the
event/announcement

Monthly media: 2-3 months prior
Bi-monthly media: 1 month prior
Weekly media: 3 weeks prior

It is always good to send a heads-up to the editor
as an introduction email prior to

sending in the release or alert.

Ask for word length and deadline

guidelines.

Plan one press release and
media alert per qtr.


Presenter
Presentation Notes
Timing is everything when you are trying to get your press release or media alert published, particularly in print. I think it is good to do quarterly publications 3-4 months in advance of your event/announcement, monthlies, 2-3 months prior, bi-monthlies 1 month prior and weeklies, 3 weeks prior. If you are doing a combination of media alert and press release, following this timeline for a media alert and then follow-up with a press release as soon after the event with photos as possible.  Get to know your local editors and also send a heads-up email to them that something is coming in advance of sending the alert or release. Make sure you check with them on final deadlines and word lengths. 

And again, send press releases for major news and news alerts for major events. You don’t want to flood editors with news or they won’t publish it. �I think one press release and media alert a quarter is a good frequency. 


TOOLS FOR CLUB PR/ICOMMUNICATIONS

Facebook
Instagram

Rotary International

e Rotary Brand Center

- Rotary’s Social Media Accounts
« Facebook Help Center "

e X Help Center

e Instagram Help Center

Rotary International
Rotary Young Leaders

Rl General Secretary Jjohn Hewke

Rotary Resources YouTube

Rotary International

O 06

Interact
X (formerly Twitter)

Rotary International

End Polio Now Other social sites
Rl General Secretary John Hewlkc

WhatsApp

Linkedin

Rotary International
Official Rotary Group
Rotary Reconnect Group

Rotary Peace Fellowships Group
Rotary Youth Exchange Group

Rotary

District 5500


https://brandcenter.rotary.org/en-us/
https://www.facebook.com/help/
https://help.x.com/en/forms
https://help.instagram.com/

OTHER DIGITAL TOOLS

 DACdb 7
e Club ezStory L/

e Club ezBulletins

e Al

Gnnglﬁ‘a Genesis: A New Al Tool to Write News
« Google/Alexa e A
* Genesis/MS Copilot A e

* Photoshop, Canva and other Graphi

Google Assistant

4 »
Rotary 15
District 5500



OTHER DIGITAL TOOLS

» Media Monitoring & PR Management  Social Media & Brand Management

* Prowly — PR software that centralizes essential tools for « Brandwatch — Social listening tool that
public relations tracks brand perception

» Meltwater — Helps track media mentions & analyze brand e Hootsuite — Social media management
sentiment platform for scheduling posts and

e Cision — One of the most widely used PR tools for media monitoring engagement
monitoring and press release distribution  Talkwalker — Provides Al-driven insights

« Muck Rack — Platform for finding journalists, securing press on brand reputation and audience
coverage, and monitoring news sentiment

e Content Creation & Editing

o Grammarly — Al-powered writing assistant for proofreading
and improving communication.

 Prezly — Helps manage press releases and media outreach

e BuzzSumo - Helps analyze trending content & identify
Influencers

Rotary

District 5500



RESOURCES - Learning Center: Public Image Basics

 Building Rotary’s Public Image
* The Rotary Brand

e Our Logo: Representing Rotary
* Promoting Your Club as People of Action . g«
* Public Relations and Your Club

* Promoting Rotary on Social Media
e Using Rotary’s Trademarks

Rotary

District 5500


https://learn.rotary.org/members/learn/catalog/view/72

RESOURCES - DACdb Learning Center, Webinars & Videos

*Create an ezStory «Creating a New Bulletin

*Add an ezStory Q/ sezBulletin — VIDEO

*Archiving Stories Naming an ezBulletin

*Story Comments eezBulletin Getting Started Video
*Embed a Video in a Story Publish Bulletin

*Sharing a Story with District *Add Club Bulletin to Your Website
*Navigating the Rl Brand Center *Upload a Club Bulletin

«Story Comments «ezBulletin - Getting Started

*Story Display Options *Edit a ezBulletin Template

*Club Bulletin Notification Emails
*Unpublish Bulletin
eAdvanced Functions

ClubRunner has similar learning resources!

NG
Rotary Q | \ N

District 5500
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https://www.dacdbsupport.com/guides/dacdb-quick-start-guide/ezstory/create-an-ezstory
https://www.dacdbsupport.com/kb/articles/add-an-ezstory
https://www.dacdbsupport.com/kb/articles/archiving-stories
https://www.dacdbsupport.com/kb/articles/story-comments
https://www.dacdbsupport.com/kb/articles/embed-a-video-in-a-story
https://www.dacdbsupport.com/kb/articles/sharing-a-story-with-district
https://www.dacdbsupport.com/kb/articles/navigating-the-ri-brand-center
https://www.dacdbsupport.com/kb/articles/story-comments-2
https://www.dacdbsupport.com/kb/articles/story-display-options
https://www.dacdbsupport.com/kb/articles/creating-a-new-bulletin
https://www.dacdbsupport.com/kb/articles/ezbulletin-video
https://www.dacdbsupport.com/kb/articles/naming-an-ezbulletin
https://www.dacdbsupport.com/kb/articles/ezbulletin-getting-started-video-2
https://www.dacdbsupport.com/kb/articles/publish-bulletin
https://www.dacdbsupport.com/kb/articles/add-club-bulletin-to-your-website
https://www.dacdbsupport.com/kb/articles/upload-a-club-bulletin
https://www.dacdbsupport.com/kb/articles/ezbulletin-getting-started-3
https://www.dacdbsupport.com/kb/articles/edit-a-ezbulletin-template
https://www.dacdbsupport.com/kb/articles/club-bulletin-notification-emails
https://www.dacdbsupport.com/kb/articles/unpublish-bulletin
https://www.dacdbsupport.com/kb/articles/advanced-functions

SUMMARY AND QUESTIONS

e Club Public Relations (PR)/Communications Duties
* Things to Think About

e Tools for Club PR/Communications
 DACdb/ClubRunner/My Rotary and Other Digital Tools
e Additional Club PR/Communications Resources

Sometimes you're Sometimes you’re You’re always the
Just remember... a cheerleader! the town cryer! face of Rotary!

Rotary
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SUMMARY AND QUESTIONS

Questions?
eSharing?

THANK YOU!

My Contact Info:

Leo Lawrenson, DGND, Oro Valley RC
Leo@Lawrenson.com

Rotary

District 5500
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