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Below is a draft press release that you can use to let your community know that you have participated in the International Convention. Simply replace the bold-faced red type with your club’s specific information and you are ready to go to print.
· It may be well worth your while to contact your local newspapers to find out who at the paper is your best contact for news releases. If you are able to talk with the person take the opportunity to introduce yourself and describe the nature of the information that you will be sending. 

· Most newspapers – both daily and weekly – are now accepting press releases electronically. But you will need to be a little careful about your delivery method. Many have spam and virus filters that will not allow e-mails with attachments through. To be safe you might want to copy your release – including the logo and any photo – into the body of the e-mail. 
· Weekly papers are often more likely to print your story. So don’t rule them out. Sometimes, if they don’t have room for the entire story they will at least run a captioned photo – so include a photo if you can. It should be a fairly high resolution and should be labeled. 

· Be mindful that publication schedules are different for weekly versus daily papers. And even though you are sending something via e-mail doesn’t mean that the paper won’t need some lead time – so get your release out well in advance of when you hope to have it printed. Don’t be afraid to follow up after you have sent a release. Make a phone call. Ask if the release has been received, if there is any other information that you can provide, if they would like an additional photo, etc. And don’t be afraid to ask when it may be printed.
We will be providing press release templates for other common Altrusa events as we continue to add things to our tool box.


ALTRUSA INTERNATIONAL, INC.

of Your Town, Your State
123 Main St. ( Your Town ( ME 00000
MEDIA ADVISORY – for immediate release

Date of Issue (Mon/Day/Yr)
Town/State/Country of Issue (Anytown, Maine)

LOCAL ALTRUSANS ATTEND INTERNATIONAL CONVENTION

Four members of Altrusa International, Inc. of Your Town have recently attended the 50th Convention of Altrusa International, Inc. The four-day event was held in Orlando, Florida and featured business sessions and a keynote address by Dr. Michael Shoulders, renowned author and educator as well as personal and professional development workshops. Representing the local Club at this event were Mary Jones, President, Altrusa International, Inc. of Your Town, Brenda Smith, Margaret Cook and Brad Johnson. (A quote from one of the attendees that captures something special about the convention would be great. It might focus on how they learned something that would help with a local service or fundraising project, or how the keynote address had a special meaning for that person – just something to tie it back to your community) 
Four hundred people attended the Convention which is held every two years as the organization’s major training and business event. The program also included the presentation of International biennial awards and the election of International officers and special committee members. (If a member of your club was elected to serve on the board or a committee or if your club won an award mention that here – again a quote could be included)
Altrusa International, Inc. is an international organization of business and professional people who volunteer their time and talent for the betterment of their communities through various fundraising and community service projects. For more information about Altrusa International, Inc. of Your Town please contact Mary Jones at 123-4567, mary.jones@xxxxx.com or visit the International web site at www.altrusa.com.
###

Suggested cut line for photo: Members of Altrusa International. Inc. of Your Town celebrate the installation of Zaida Perez-Mendez (center) of Puerto Rico as President of Altrusa International, Inc. at the Association’s 50th Convention in Orlando, FL. Joining President Perez-Mendez are (l – r) Mary Jones, Brad Johnson, Brenda Smith, Margaret Cook.
PASTE YOUR PHOTO HERE
For more information or to arrange for an interview or photo opportunity please contact, name, title, name of club, phone number & e-mail address for President or other club member who can answer questions related to this release. If the phone number and/or e-mail address are not for publication in the media outlet being contacted state that here.








