WASHINGTON STATE FEDERATION OF CHAPTERS

NATIONAL ACTIVE AND RETIRED FEDERAL EMPLOYEE ASSOCIATION

POLICIES AND PROCEDURES FOR PUBLIC RELATIONS

Public Relations GOALS:  Provide Public Relations support to NARFE, Federation, District and Chapter programs and activities in Washington State.

1.  Inform current federal employees, retirees and annuitants in Washington State about NARFE, its issues, objectives and activities on their behalf.

2.  Where appropriate, obtain and provide displays and other public relations materials for use by the Federation and chapter, or help chapters and Federation officers understand how they can obtain the materials directly.

3.  In concert with the Federation Webmaster and Federation Reporter editor, support the WSFC Executive Board and its various committee chairs in their efforts to reach and inform present and prospective NARFE members, as well as affiliated outside organizations at the state level.

4. Ensure that accurate and current information about NARFE, the Washington Federation and its chapters is provided to appropriate audiences.

5. Inform NARFE headquarters, the NARFE Magazine, and the NARFE Public Relations staff about activities, events and accomplishments within Washington State.
6. Operate within NARFE Headquarters guidelines on issues as Public Relations Matching funds and release information.

7. Encourage and help chapters to:


a)   Designate and maintain a public relations chair and/or committee.


b)   Accept responsibility for planning, carrying out and evaluating a public relations plan.


c)   Develop or revise yearly PR plans based on internal and external means and evaluation of the current 
program.


d)  Send out news releases to appropriate local media when a major issue is up before Congress, stating 
NARFE's position. 


e)   Publish appropriate information about NARFE and WSFC in their chapter newsletters.


f)   Have displays at such events as health fairs, community activities that would be likely to reach a 
significant number of 
prospective members, and report results of these efforts to the WSFC Public 
Relations Chair.

METHOD:  

The Federation Public Relations Chair will:

a.  Provide chapters with guides and outlines for PR plans.

b. Offer a system for chapters to request financial assistance from WSFC for public relations type work. Financial assistance will be limited to a maximum 50% total cost of the project.  Participate directly in chapter requests for NARFE public relations matching funds, providing review and recommendations through the WSFC President to NARFE Public Relations.
c.  Provide PR training at state conventions and district workshops.

d.  Maintain professional NARFE displays for loan to chapters in their public relations and recruiting efforts.  Provide a convenient storage location and pay shipping costs to, from and between chapters.  Work with NARFE or Regional entities to obtain other units when multiple displays are required during a time period.

e.  Present information on public relations in the "Federation Reporter", the newsletter the WSFC publishes quarterly and mails to chapter officers and posts on the WSFC website, www.NARFEWA.NET.

f.  Develop and maintain a Public Relations section on the Federation Web Site.  This will reflect national NARFE and Federation public relations guidance and tools, PR planning recommendations, media contact information and starter ideas, PR training and other public relations tools for chapter PR use. 

g.  In conjunction with the Federation Membership Committee and Federation National Legislative Chair, help chapters:

1) Use public relations techniques and materials to reach prospective members with information 
about joining NARFE.

2) Use public relations techniques and materials to reach existing members with information about the importance to them of maintaining their membership in NARFE.

3) Keep membership informed and heed calls for action regarding legislation affecting members.

4) Sponsor or cosponsor political forums in the local area in the years when there is an election for a 
national representative.

WASHINGTON STATE FEDERATION OF CHAPTERS

PROCEDURE FOR CHAPTERS TO REQUEST FINANCIAL SUPPORT FOR PUBLIC RELATIONS ACTIVITIES

The Federation Public Relations Chair shall send out a letter to all chapter presidents each year requesting them to send a written copy of their initial chapter plans for public relations activities for which they would like financial support in the next Federation Fiscal Year, July 1 to June 30.  This letter will be mailed about December 31 and will give the chapters a deadline date to get their request for public relations financial support to the Federation Public Relations Chair.  (Supplemental requests can be submitted during the year as opportunities present themselves.)

The Federation Public Relations Chair will develop forms which the chapters will use for requesting financial support to do public relations work.  (See the most current WSFC Public Relations Action Plan.)
The Federation will only reimburse the chapter for up to one-half the total cost of the project

The total amount of Federation funds available for public relations purposes is quite limited.   For this reason, WSFC public relations matching funding to the chapters is restricted to:  

Advertising in selected publications with high readership by current and retired federal employees, or local electronic media that can be shown to reach the same audiences.    General advertising to promote NARFE name awareness is expensive and ineffective.  Ads should be in support of a specific special event or occasion that would draw prospective members.   

a.  Advertising requests from the chapters MUST show the special event, desired media, ad size, ad cost, advertising copy, requested frequency and desired outcome,

b.  Booth space rental for NARFE display, Purchase of meal or snack items for prospective (not 
present NARFE) members at information/recruiting events,

c.  Limited purchase of NARFE related presentation goods – i.e., pens, etc. - for AFE, only if 
approved by Public Relations Chair (Note: Bulk purchasing of these items is made by WSFC and they 
will be distributed to the chapters as requested),


d.  Expenses for WSFC and chapter representatives who staff a NARFE booth or are speakers at 
conventions of related organizations, such as NAPUS or Soil and Water Conservation,

e.  Reproduction, stationery & postage associated with external (not to chapter members) public 
relations activities

These initial Requests for Financial Assistance for Public Relations shall be received by the Federations Public Relations Chair by March 1.  The Public Relations Chair will make recommendations to the Finance Chair by March 15th so they can be included in the Federation Budget to be presented at the convention in May.  Requests received after March 1 will be reviewed by the Public Relations chair, and considered for approval if sufficient current year public relations matching funds are available.

As each chapter implements a portion of their approved plan, they shall make their request for reimbursement using the most current Federation Expense Form (available on the WSFC Website, www.narfewa.net.  These completed forms plus actual receipts for the expenditures shall be sent by the chapter to the Federation Public Relations Chair for approval/disapproval and then forwarded to the Treasurer for payment.

Where appropriate, the Federation Public Relations Chair will forward requests through the Federation President to NARFE Public Relations for consideration to receive NARFE matching funds.

Each chapter receiving assistance shall provide written feedback to the Federation Public Relations Chair on the results of the Public Relations effort.  

Most effective Public Relations activities can be accomplished at little or no cost.  Chapters are encouraged to try these approaches on a continuing basis,  and not rely strictly on funded activities.

WSFC Funding Breakouts

	Membership
	Public Relations
	Newsletter

	Support of first year AFE memberships - $____ per membership granted.
	Limited advertising in selected publications with high readership by active and retired federal employees 
	Publication and mailing of Federation Reporter

	Postage related to recruiting and retention efforts by chapters
	Purchase of units and inserts for NARFE display units
	Newsletter training

	Stationery related to recruiting and retention efforts by chapters
	Shipping of NARFE display units to and from chapters and special venues.
	Newsletter awards at WSFC Convention

	Supplies related to recruiting and retention efforts by chapters
	Booth space rental for NARFE display 
	Costs of newsletter startups

	Telephone calls related to recruiting and retention efforts by chapters
	Limited purchase of NARFE related presentation goods – i.e., pens, etc for AFE
	

	Copying related to recruiting and retention efforts by chapters
	Expenses for WSFC and chapter speakers at conventions of related organizations
	

	
	Reproduction, stationery & postage associated with external public relations activities
	


	Items that will NOT be reimbursed by WSFC special activities

	Food for events

	Funding for newsletters other than initial startups

	Support of chapter advertising in WSFC or National convention publications

	Support of raffles or chapter prizes at conventions

	Door prizes

	Meeting notices for chapter members or telephone trees

	Internal mailings to chapter or federation members

	Chapter website management costs


WSFC PUBLIC RELATIONS ACTION PLAN

for July 1, ________to June 30, _______
Chapter Name and Number _________ _____________________  Date ____________________

Public Relations Goals:  (Continue on back of page if needed.)
Public Relations Action Plan:  Please list activities your Chapter plans to do in the coming year and for which you need financial assistance from the federation.  (Show anticipated total cost to the right of each activity.)  
1. 

2. 

3. 

4. 

5.

Specific Action Funding Requests:   Attached are three Request for Matching Public Relations Funding formats to be used for specific matching fund requests under this overall plan.  They are:  


“Advertising in Commercial or Specialty Newspaper or Publication”, 


“Special Event Support” and 


“Chapter News Releases”.   

They may be submitted with the annual plan, or separately as an action is ready to be taken and actual cost figures are available.  Completion of the data on these forms will allow informed decisions to be made on fund allocation by the Chapter and Federation. 

Summary of Estimated Costs:  Please estimate cost to carry out your plan.  (You will be using the federation expense form (WSFC Form 1) to request reimbursement and you will need to summarize your expenditures for that format.)


Postage                 $ ________

Stationary/Env.        ________

Printer Supplies       ________

Computer Supplies  ________

Copying
         ________

Advertising
         ________

Booth Space
         ________

Other

         ________

TOTAL                $  ________
Chapter/Federation Partnership:  Our Chapter expects to spend $ ______ for Public Relations.  The Chapter has budgeted $ _____  and requests $_____ from the Federation to share in implementing our Chapter’s Public Relations Action Plan.

Submitted by:

Name

_________________________________ 



Address

_________________________________ 




City, State, Zip 
_________________________________    




Telephone       
_________________________________  




E-Mail             
_________________________________
Mail OR E-mail your completed forms to:

Approved by:
Sam Cagle





___________________________________________
WSFC PR Chair





Signature of Chapter President or their designate
6011 Winnwood Drive SE



Copy to:
Olympia, WA 98513





  Federation President 

caglels@comcast.net





  District Vice President
Request for Matching Public Relations Funding -

Advertising in Commercial or Specialty Newspaper or Publication

- Describe each element of the request.  If multiple publications are considered, provide information on each.

Chapter Number:  ________________

  - Desired audience:

  - Desired outcome: 

  - Name of Publication

  - Frequency of Publication (Daily, Weekly, Other)

  - Will ad be in general section of the publication or in special sections that are more likely to reach the desired audience (s)?

  - How many times will ad be run?_______ What dates?  ______________________

  - Size of ad: _______________________________

  - Ad copy to be used (if available, attach a sample of each):

  - Is ad copy from material provided by NARFE?

  - Cost

     - Cost per ad placement:    

     - Cost for postage:

     - Total cost:  

     - Amount requested from WSFC (up to 50% of total):

  Chapter Point of Contact: (Name, Phone #, e-mail address)

Adopted
10/28/98

Revised
January 27, 2000, October 16, 2003, May 16, 2009

Request for Matching Public Relations Funding -Special Event Support

  - Chapter Number: 

  - Desired audience:

  - Desired outcome (Recruiting of CFE, Recruiting of Retirees, Public awareness, community support, etc) 

  - Name of Event:

  - Date of Event:

  - Location of event:

  - Is booth space required?  ______  Is there a charge?  If so, how much?  _______

  - Is a NARFE Display required?  ______   If so, for what dates? ________________

  - Are NARFE presentation items (ballpoint pens, etc.) desired?  If so, how many? ______  To whom should they be sent? If same as item below, mark “Same”, if not, provide name, mailing address and e-mail address, if available:

  - Who is the NARFE Point of Contact for the event? (Need Name, phone number, e-mail address if available, and, if material is to be shipped to them, a full street address (not P.O. Box))

  - Would participants in the event be likely to be active federal employees, retired federal employees or family members?

   - Would participants in the event be from locations served by more than one chapter? ______.  If so, are other chapters involved in the event?  _____  They are: ___________

Have arrangements been made to share the names and contact information of prospective members with the appropriate chapters and HQ NARFE?

Request for Matching Public Relations Funding - Chapter News Releases

Chapter Number:  

Chapter Point of Contact:

Releases Sent to:

-  Newspaper (List Each)                                                             (# of Releases/Month)

                                                                                                                  (               )        


                                                                                                                  (               )                         

                                                                                                                  (               )                         

                                                                                                                  (               )                         

                                                                                                                  (               )                         

                                                                                                                  (               )                         

                                                                                                                  (               )                         

                                                                                                                  (               )    



Other Publications (List Each)

                                                                                                                  (               )                         

                                                                                                                  (               )                         

                                                                                                                  (               )                              

Radio Stations (List Each by callsign and city)

                                                                                                                  (               )                         

                                                                                                                  (               )                         

                                                                                                                  (               )               


Estimated cost of postage and Materials per month

Postage:

Materials:                             
This is a cost-sharing program between Chapters and the Federation.  Chapters should, at a minimum, budget for one-half of their estimated cost.  Actual payment will be made after costs have been incurred and a request for reimbursement, with receipts attached, has been submitted to the Federation Public Relations Chair.








PAGE  
1

