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DATE: 	August 2019
TO: 	FCA FIELD STAFF
RE: 	PROCESS FOR “FIELDS OF FAITH” MEDIA ANNOUNCEMENTS

[bookmark: _SG_704df18aa9e3461bae4e87162dc7a42f][bookmark: _SG_436553e5190b4b54b0f6f884f4d0072f]Attached you will find the template for a news release to announce the upcoming Fields of Faith events on Wednesday, October 9, 2019. The release contains several areas—noted by bold-face parenthesis in red—where you can insert your local information. Once you make those additions, please contact the media in your community. The goal is to gain awareness of the event in your area and encourage students to lead and participate in Fields of Faith. Here is a step-by-step guide to help your process:

1) 	Develop a list of the media outlets in your area (newspaper, radio, television, online) and find contact phone numbers and email addresses for each.

2) 	Send an email to each one with the following information:

a) Brief cover message that reads:

The information below is a news release pertaining to an upcoming youth event called "Fields of Faith" that will take place on local athletic fields as part of a national outreach program. If you are interested in reporting on this event, I will be your contact. Thank you for your interest.

(your name)
(phone)
(email address)

b) Copy the contents of the news release and paste into the body of the email message (some reporters will not open attachments).

c) Also attach the press release as a Word document, or if possible, a pdf file.

3) 	Follow up by phone within 24 hours to ensure they received the info and encourage them to run a story.

4) 	Be prepared to answer questions from the media representative (gain personal knowledge in advance by studying content at www.fieldsoffaith.com).

5) 	Talk to the media in a courteous manner and only give answers you are absolutely sure are correct (don’t guess or assume anything).

[bookmark: _GoBack]6) 	If any unusual questions or requests are made by the media that you aren’t comfortable responding to, they can be directed to the FCA Support Center or FCA’s public relations firm, Hamilton Strategies, at media@hamiltonstrategies.com. 
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