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KEY CLUB

Mission Key Club is an international student-led organization which pro-
vides its members with opportunities to provide service, build
Stat ement character and develop leadership.

Vision To devglop compe’ren’r, capable, and caring leaders through
the vehicle of service.

Core Values The core values of Key Club International are leadership, char-
acter building, caring, and inclusiveness

Motto Caring... Our Way of Life

This manual will help you to determine the effectiveness of the public relations in your club.
You will also obtain many different methods of public relations. More topics include working
with the media, how to make a newsletter, and tips on using the internet as a marketing
tool. The main goal of this manual is to teach you the common theme of “Making Key Club
a Household Name™.
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What is Public Relations2?

Public Relations: the internal and external communication to inform or influence specific publics using writing,
marketing, advertising, publicity, promotions, and special events.

internal Public Relations

Internal Public Relations involves encouraging members to get involved, getting them excited about Key Club,
and to have pride in their organization. Internal Public Relations tips include:

1 Share all key messages with your members.

1 Conduct a new member training. Make it like an informal party rather than a stuffy training session. Make it

fun!

 Submit club success to the lolianor KEY CLUB magazine.

9 Help the club realize 1it6s I mportance. Compl i
difference.

. Appoint a public relations chair or media spokesperson.

Methods

Banquet: Hold an end of the year banquet to recognize the hard work of Key Clubbers. Be sure to include
awards!

Club Bulletin/Newsletter: Let your members know what has happened and what will be happening with
your Key Club. Check page for newsletter tips!

Key Clubber of the Month Award: Give encouragement to your members by giving out this award.

KEY CLUB Magazine and The lolian:Show of f your ¢l ub 6 Jhedlieciehs s at
international level (KEY CLUB Magazine).

Club Meetings: As simple as it sounds, weekly meetings are a very important part of internal public relations.
Be sure to recap past projects as well as promote future ones.

Making Newsletters

A club newsl etter should be your clubdés primary
and your sponsoring Kiwanis club. Either biweekly or monthly your club should publish a newsletter highlight-
ing club status and upcoming even information.

Tips for getting started:
f  Set a deadline ahead of time and stick to it
9 Dondét cram everything together. Having white
1 Be up to date on all current Key Club information (check www.keyclub.org and www.iikeyclub.org).
T Pl an ahead! Make sure you have enough infor ma



http://www.keyclub.org
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Graphics Fonts
Graphics make a newsletter. You need to be sure that Donot USIE toomany types of fonts in

you use the perfect amount of graphics. Your best one newsletter! Follow graphic standards

judgment will determine what that number is. Never and use Goudy Old Style, Century Gothic, and
crowd the page, but at the same time never leave too an accent font of your choice. Get

much white space. Graphics should add to the news- creative when you are creating a headline! Make the

letter not be the newsletter. The most important part fonts different colors and sizes. Play around with your

of your newsletter is the text. Occasionally throw in a computer and see what you can do. You can

graphic and make sure they are colorful. You do need download hundreds of cool fonts at www.dafont.com.

to include the Key Club logo and the I-I District logo.

Making a Scrapbook

Making a scrapbook is a fun and exciting way to
you know some easy tips. When making a scrapbook consider the following:

f Have good, representative, and appropriate pictures with captions and dates to explain event. Make the cap-

tions clear and preferably typed.

A motif that is clever and works throughout.

Make sure that the scrapbook follows the criteria set by international rules.

Make sure there is a table of contents.

Categorize the scrapbook by using sections with tabs.

Pick an interesting theme and stick to it throughout the entire scrapbook!

= =4 =4 =4 A

Scrapbook DONOGTS:

9 DONOGT make the pages too sparse or too busy.
9 DONOGT make it too | ong and tedious.
9 DONO6T do it the night before it is due. Put i

External Public Relations

External Public Relations involves advertising key club, its mission and its activities so that your community can
have a better understanding of what Key Club is, as well as its importance. Here are some tips for getting
started:

f  Determine target outlets. Identify every newspaper, community magazine, radio station, and television
that reaches your community.

f  Build relationships. Once you know who to contact, give them a call. Be respectful of their time. Set up
an appointment to meet with them. During your meeting, your goal is to find out how you can best serve
the news professionals and help them do their jobs. Ask the reporter:

1 What do they cover regularly?

1 How would they like to receive information from you T phone, e-mail, fax, or mail?
. What are they interested in right now and which trends are they following?

f What information can you provide them from your club that would be of interest?


http://www.dafont.com
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Methods
Posters/Fliers: An interesting, eye-catching poster/flier is always a good way to promote service projects.

The Media: The media includes the newspaper, radio, and TV in your community. Keep reading and you will
find specific information about working with the media.

Ads in newspapers and school or community publications: Ads can be expensive but sometimes complimentary
ads for nonprofit organizations can be given.
saving for the newspaper. Make sure and answer the questions on who, what, when, where, why, and how. Keep

the information brief and give contact information.

The Internet: The internet is very easy to use because it is easy to access and best of all it is free. Make a club
website so that your members will always know what is going on. Myspace, Facebook, and Twitter are also easy
methods because almost everyone uses at least one of the three.

T-Shirts: Wear club shirts to show the public your dedication to service.

Working with the Media

Eight things to remember about the media:
. Be persistent but dondét be a pest. Member
low up with items you have sent to them.
2. Be consistent. Reinforce the same messages over and over.
3. Be concise. Keep things short and simple when you write or call the media. Be able to describe the story
in three sentences.
4. Repeat everything. The person on the receiving end of the message may not have gotten it all.
5. Keep your eye out for good stories. What social issues have been in the news in your community?
6. Think in terms of pictures. Television reporters will be interested only if there is a good visual image to
accompany the story. Send in photographs of your club in action.
7. Remember their deadline. Learn to operate
| f you do not know the answer to a quest:i

®

Public Service Announcements (PSAs)

Public Service Announcements (PSA) are free 10-, 20-, 30-, or 60-second radio and television/cable spots for use
by public service organizations. Each year the broadcast industry donates millions of dollars worth of public ser-
vice announcements. However, they are under no obligation to grant time to any specific group, and they face a
tremendous demand for free public service time. Usually, a Public Service or Public Affairs Director is responsi-
ble for PSA scheduling. Contact them at least three weeks in advance to see if time is available for your message.

Make certain your message is important, interesting, and presented in the best possible form.

S
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News Releases

News releases provide the who, what, where, when, why, and how to the local media. The most important infor-
mation should appear in the first two paragraphs. Information of lesser importance should follow. Consider the
following tips:

 News writing is stark. Sentences and paragraphs should be short and everyday language must be used.

T Keep the news release to one page.

1 Double-check names, spellings, and numbers.

' Mention important individuals who will be at the event.

1 Distribute news releases so all media can use the story on the same day so they reach news media on
Alight news days. o0 Sunday is such a day.

T Pl ace contact personds name and telephone num

1 Include the date and release time for the story. Write a short headline, which sums up the news release
contents.

1 Include photographs with advance and follow-up news releases. Identify all the essential facts in a caption
that indentifies the picture. People in the photograph should be identified from left to right, with all
names spelled correctly. Only quality photographs should be submitted. Black-and white glossies are the
best choice for publication.

What to Publicize

1 Key Club International Theme/Major Emphasis Program
1 Live 2 learn

9 Childrendéds Miracle Network
1 March of Dimes
1 UNICEF

[llinois-Eastern lowa District Project: Spastic Paralysis

Kiwanis Family Month (November)

Key Club International Week (First full week of November, runs from Sunday through Saturday)
Any club project that the community can take interest or participate in.

Qﬁﬁﬁﬁ

o to www.keyclub.org for more information on the following.

Graphic Standards

With nearly 245,000 members representing almost 5,000 clubs in 24 nations, Key Club is the largest high school

service organization in the world. One important way we can let others know about Key Club is by communicat-

ing Aour | ooko to ot hers. Tdhangsliké fents, colory, logussaid Bygbolt h e
to express who we are. Keeping our look consistent enables others to see Key Club in the way we dodwhether
theydre in Colorado or Costa Rica. And it helps
ot hers and developing tomorrowbds | e adwewwvkeyluborFor t
and search AGraphic Standards Manual 0.

Go to the next page for graphic standards examples


http://www.keyclub.org
http://www.keyclub.org
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Logo:

\>

KEY~CLUB

Other K-Family Logos: Never shrink or stretch the Logo or Word-

Kiwanis |

International Foundation

: ; Building
in Action
Leaders %

Circle K International Young Leaders Helping Others

This is the pencil. Always use the pencil on all Key Club material.

The Pencil

Key Club Fontfs:

General Text
Font: Goudy Old Style

ABCDEFGHIJKLMNOPQRSTUVWXYZ Accent Font

abcdefghijklmnopqrstuvwxyz Font: your choice

Batik Regular is currently being
Head and subhead text used.
Font: Century Gothic ABCDEFGHIJKLMNOPQRSTUVWEY?Z
ABCDEFGHIJKLMNOPQRSTUVWXYZ abedefghijklmnopgrstuvixyz

abcdefghijkimnopqgrstuvwxyz
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Style Guide
Capitalization
Always capitalize the following:
Key Club International Circle K International Builders Club
Kiwanis International Kiwanis International Foundation = Aktion Club

Key Club I nternati &Kl Board of Trusteeos

Titles

Capitalize titles when you are referring to a specific officer as a specific title,
Blaire Sambdman, IllinoisEa st er n | owa Di strict Governor é

Officers

Do not capitalize when you refer to a group in general or to a nonspecific officer.

Key Club International district officers will take office in April. A club president presides at every meeting.
Club

Capitalize a club name only when it is used as a proper noun.

The Key Club of Random High School won a Public Relations banner patch.
Abbreviations

Do not abbreviate titles or positions, such as:

Governor Secretary Statistical Secretary ~ Treasurer
President Administrator Lieutenant Governor Vice President
Advisor International Trustee

Do not abbreviate names of cities, towns, states, unless they are used as a mailing address.
Hyphenation

Kiwanig-amily

Hyphenate when used as an adjective

Kiwanis-Family events strengthen the bond among members
FuneRaising

Fundpraising is fun (two words, no hyphen when used as a noun)

The fund-raiser was a success (fund-raiser is always hyphenated)
E-mail is always hyphenated!

Numbers

Spell out numbers zero through nine. You can either spell out numbers from 10-100 or use numerals. Anything
over 100, use numerals, unless it is the first word of a sentence.
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Frequently Used Acronyms

KCI Key Club International

KC Key Club

MEP Major Emphasis Program

PR Public Relations

RTC Regional Training Conference

PCM Presidential Council Meeting

DCM Divisional Council Meeting

NCBR New Club Building & Reactivation
CKl Circle K International

Kl Kiwanis International

YOF Youth Opportunities Fund
CMN Children’s Miracle Network
LTG Lieutenant Governor

| n tindelnational

RFL Robert F. Lucas

MRF Monthly Report Form

Exec Executive

GATC Governor and Administrator Training
Conference

DCON District Convention

ICON International Convention

Technology and Public Relations

YouTube www.youtube.com
What it is: A place to share and view homemade videos.
How it can help your club: Viral marketingdfree Web traffic and instant exposure. It brings your club to

l'ife online. Be sure to embed videos of your <clu
Tips:

1 Tryto hitan emotionalchord. The most desired responses to your
can elicit either of those reactions, then youcdt

1 Post your video everywhere. Use tags to help people find the video. Annotations also can help you link to
other videos you have on YouTube as well so be sure to check out how to use them.

9 Donbddtalkinghead Unl ess youdr e
keep peopl edbs attention
T Dondt
short, so your video should be too.

or

Facebook www.facebook. com

What it is: The social networking site used by everyone from your best

friend to your grandma.

How it can help your club:

So many ways. From simple communication to marketing your club to any-

one who stumbles upon it. Creating a club group offers an easy way to plan

service projects, brainstorm

ideas or ask for advice from other members. And you can join the Key Club

International group to keep tabs on and network with other Key Clubbers

from around the world.

Tips:

T AStranger
are friends.
addresses.

T Become a member of the Key Club International group.

Donét post

f u-thme gomediam or dompelling e@ough ® a
youol |
ma k e Twb thinutes@s @sually ehé&bgnchmark for a successful video. Attention spans are

fo
just bore t he

Twitter
www.twitter.com

What it is: A quick and easy way
to communicate in 140 characters
of less. These microblogs are called
it weets. O

How it can help your club:

Keep club members
attend a service project informed
about whatds goi ng

danger oMab@!| $ ese oyo intereted ingoorelvbdpmiector e a | |
p e r s o whadl follpwydurprogms-t i on | |



