WSFC PUBLIC RELATIONS ACTION PLAN

for July 1, 2011 to June 30, 2012
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:

Sam Cagle

WSFC PR Chair

6011 Winnwood Drive SE

Olympia, WA 98513







 

caglels@comcast.net

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)

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 current 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.








