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“Civitan? What’s that?”
If you are holding this booklet, chances are you’ve heard that
question, or one very much like it. Civitan clubs do amazing work, both
in their communities and around the world, but people in many communities don’t
even know this – even with a club right under their nose. With your help, that will soon
change.

So, what is “public relations?” For many people, the term conjures up
images of high-powered executives in tall skyscrapers, deciding how to
spin the latest headline to their advantage. But public relations is much
more basic than that – public relations is something each of us takes on
every day, from the moment we get dressed in the morning to an email
we send before going to bed at night. Public relations (or “PR”)
isn’t just advertising, billboards, press releases, or social media
– it’s also manners, honesty, and plain common sense. PR is the
business of putting your best foot forward.

Maybe you are a Civitan officer, a newly elected PR Chair or even a club president.
Perhaps you are a seasoned veteran with Civitan, and familiar with all our promotional
materials. You might even be in charge of a special event with your club or district, and
looking for some new ways to get the word out in your community!

Whatever your background, we are glad to see you. This booklet will give you valuable
information on promoting your club, from basic tools anyone can use to advice on largescale publicity campaigns. We hope the information you find here will help you tell everyone in your community all about Civitan.
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Chapter 1: Advertising
The Tools of the Trade
Our world has changed greatly since Dr. Courtney Shropshire and his fellow citizens
founded the first Civitan club in 1917. Civitans are now joined by an unprecedented
number of other charities – there are an estimated 1.5 million nonprofit organizations
based in the United States alone! For that reason, Civitan clubs have to find new and
better ways to promote themselves, and our organization as a whole, in order to find new
members and continue our work into the future.
Fortunately, headquarters has an amazing wealth of promotional resources at your
disposal, to ensure that your club is noticed for your great work in the community. These
professionally produced materials are available at little or no cost, and will help you
continue to grow and find new members in your area.

Printed Brochures
International Headquarters produces several brochures to
help you recruit new members, promote your club, and tell
people just what Civitan is all about. These can be ordered
through the Civitan Supply House, and most cost $5.00 or less
for a package of 50! They are perfect for any public event,
fundraiser, or passing out at your club’s next seek meeting.

Public Service Announcements (PSAs)
Public service announcements, or “PSAs,” are a great way to promote
Civitan on your local television and radio stations! Local television and radio stations
donate a small portion of their airtime to public service announcements – messages for
the public good, or advertisements for worthy nonprofit organizations such as Civitan.
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Civitan has produced a wide variety of PSAs,
starring notable celebrities such as Paula Deen,
Richard Petty, Kurt Warner, and more. These PSAs
ask viewers to consider joining a Civitan club in
their area, thereby promoting your club. To get
Civitan on the airwaves in your area, just follow
these simple steps.
1. Call your local television or radio station.
Ask to speak with their person in charge of placing public service announcements.
This will usually be a community affairs director or advertising director. They will
often be out of the office – don’t be afraid to leave a brief voicemail message, and
call back to follow up.
2. Tell them you are with the local Civitan club, and ask if you can send them a PSA.
Television stations are much more likely to support local charities. Tell them you are
with the local Civitan club, and be prepared to briefly tell them about Civitan. Ask if
you can send them some PSAs to air on their station. Tell them that these PSAs are
already produced, and available in DVD (for television) or CD (for radio) format. All
you need is air time.
3. Order PSAs from the Civitan PR Department
Just call the Civitan PR Department at 1-800-CIVITAN, extension 134, or email us at
pr@civitan.org. We will ship these directly to your local television or radio station! The
cost is only $10.00 per disc for video PSAs. Radio PSAs are free of charge! If you are
on a budget, or would like to order other promotional materials, we are more than
happy to work with you.

Billboards
Outdoor advertisement through billboards is a great way to reach people in your local
area. Many clubs can generate interest in their area, as hundreds to thousands of
people drive past a billboard advertising Civitan.
There are two main costs for billboard advertising: printing the billboard posters, and
renting the billboard space for a given period of time. The Civitan PR and
Communications Department is happy to print billboards for you free of charge, and will
only bill your club for the cost of shipping (usually $10). All you have to do is secure
billboard space from your local company!
Be aware that billboard advertising can also be very costly if you purchase the space
outright. Fortunately, many advertising companies are willing to donate space or give a
discount to charitable organizations such as Civitan. All you need to do is call up your
local outdoor advertising office, and ask to speak with a sales manager.
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Be sure to call your local sales office, not the national headquarters. Billboard placement
is usually managed by local or regional offices, and they are much more likely to give
support to local organizations such as your Civitan club. Ask if they have any billboards
that are currently empty. Many companies will offer these for free, or at a discount, since
it looks better for their billboards to be in use. If not, ask if they have a discount rate for
local nonprofit organizations.
Once you have secured donated space, just contact the PR and Communications
Department to coordinate printing. Headquarters can have the billboards printed
ourselves, through our own printer, or we can pay your local outdoor company to print
the board themselves. Just ask them which they prefer.
The PR and Communications Department will handle the rest! Be sure to thank your
sales manager for their donation, and send a thank-you card after the board goes up!
This helps them remember you well, and ensure that you have a friend in that office the
next time you want to promote your club.

Free Subscriptions to Civitan Magazine
You already receive Civitan Magazine at home, but did you know you can obtain a free
subscription to Civitan Magazine for any local business? This can be a valuable
promotional tool in your community, and help spread the word about Civitan to people
you might not otherwise reach.
Just ask the office manager or business owner for permission. They will never be
charged for their subscription to Civitan Magazine – we are happy to provide this free of
charge. Mention that the magazine covers issues related to volunteerism, community
service, and medical research into developmental disabilities. For larger offices (such as
hospitals), we are happy to offer multiple subscriptions, although there may be some
quantity restrictions.
Once that is done, just contact the Civitan PR Department, and give us the name of the
business, along with their shipping information. We will add them to the Civitan
Magazine subscription list, and begin sharing about Civitan with everyone who visits
their business!
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Other Promotional Materials from Headquarters
The Civitan Supply House has a wide array of other advertising and promotional materials
you can use to help promote Civitan and your club! Using Civitan’s branded merchandise
showcases your membership in Civitan to everyone you see, and can be an
unexpected conversation starter. To order any of the items below, just visit the Civitan
Supply House online, at www.civitan.org/supplies, or call 1-800-CIVITAN, ext. 102.

•Civitan t-shirts
•Civitan caps
•11”x17” posters
•Civitan road signs (12”x18”)
•Bumper stickers
•Magnetic car decals (12”)
•Civitan pens
•Civitan coffee mugs
•Civitan-branded 2gb flash drives
•Civitan: Leaders in Service video (VHS or DVD)
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DIY: Doing It Yourself
Civitan is an organization of volunteers, and as such, many clubs love nothing more than
rolling up their sleeves and making their own materials. Clubs around the world have a
wealth of knowledge and media savvy, and we are happy to help however we can. Here
are a few guidelines to help you produce attractive, effective advertising for your club.

Making a Club Brochure
Civitan already offers membership and recruitment brochures to our clubs, but we
encourage you to create a brochure advertising your own club. As you know, people are
more interested in joining their local Civitan club, so show them everything you have to
offer! A club brochure should convey a clear picture of what your Civitan club does, why
someone would want to join or contribute, and give a clear, convenient way to do so.
Clubs produce a wide range of brochures; from expensive, glossy products to simple,
compelling pieces printed off of a home computer. Whatever your resources, you can
produce a brochure that stimulates interest in your club if you remember a few simple
guidelines.
Content: When writing your brochure, try to keep your audience in mind. What kind of
person would be most interested in joining your club? Try to write with them in mind. The
average person spends less than 30 seconds looking at a brochure, so use that time
wisely.
Your brochure should briefly cover the following:
•Basic information about your club
•What your club does (regular projects, special events, etc.)
•Basic information about Civitan International
•What you offer members (why someone would be interested in joining your club)
•Club contact and meeting information (with brief directions, if possible)
Design: The most common design is an 8.5” x 11” sheet of paper, turned sideways and
folded twice to produce three panels (a “tri-fold” brochure). This is a simple, cost-effective
format, and leaves plenty of room for all the information you need to include about your
club. The following guidelines are tailored for a typical tri-fold brochure.
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On a standard tri-fold brochure, panels will be designed in this order:
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1

2

3

4

Cover (panel 1): This should entice someone to read your brochure. It should have
the Civitan logo, your club name, a large picture or graphic, and have a slogan or
phrase describing your club.
Inside spread (panels 2, 3 and 4): This is where the bulk of your information should
be located. Be brief. A brochure is meant to entice someone to get in touch with your
club, not give them all the information they could possibly want. Avoid the common
“wall of text” mistake – photos are useful for breaking up a large amount of text,
making it more readable.
Use a clearly legible font, no smaller than 8 points. Break up your sections with
bold-faced headlines, as well. Feel free to let your text flow across the “gutters”
between panels on the inside spread, as well.
Inside cover (panel 5): This is the panel immediately underneath your cover, when a
reader opens your brochure. This is a good place to put any “extras”– more pictures,
testimonials from local officials, etc.
Back cover (panel 6): Put your contact information here – phone number, email
address, etc. This is also a good place to put the Civitan logo, or any information you
could not fit on the inside spread.
Software: There are several accessible, easy-to-use desktop publishing programs
available today. These can make designing your brochure incredibly easy.
If you are using Microsoft Word, there are a number of templates you can use or
download for free online, to give your brochure a crisp, professional look. If you aren’t
sure where to start, a quick search online can easily get you going.
Photography: Include pictures of your club in action
– working at a community service project, a club
meeting, or any other fun activity. Photographs
personalize what you’re saying, show what your club
does in the community, and show that these are real
people, doing real things. Chances are some of your
fellow club members have some photos you can use.
If not, bring a camera to your next club project. Find
the action, and don’t be afraid to get creative!

9

Always use “high-resolution” files of 150 dpi (dots per inch) or higher. Photos pulled
from a website or email are often “downsampled” (shrunk) to a lower resolution for quick
download. These may look great on your computer screen, but will print blurry or grainy
on paper. Use full-size images whenever possible!
Timeliness: Remember that this brochure may still be in circulation long after your
current officers change. When possible, always include information that will still be c
urrent years later (such as a club email address).

Social Media Guide
The internet has given us nearly endless opportunities to promote Civitan, learn
more about the world around us, and find new ways to help others. Here are some
guidelines to using social media to promote your club, your events, and Civitan.
Tend your Garden: Whatever media you use – RSS feeds, Facebook, Google News, or
any others – remember to use them regularly. Online media is only useful as long as you
use it. Just a few minutes every day can yield great rewards.
Find your Friends: No one can use social media by themselves. Whatever website
you’re most comfortable with, find and connect with your friends and acquaintances.
Be sure to connect with non-Civitans, as well!
Be Nice: You never know who may read something your write or post, so never post
anything you wouldn’t want posted on your office bulletin board.
Broaden your Horizons: Social media can give us wonderful new ways to learn from
others. So try new things! Blogs, news alerts, Twitter feeds, and more are great ways to
learn new, exciting things about the modern world.
Share your Passion: Don’t be shy about promoting your club’s projects and events.
When your club has a seek meeting, community service project, or special event
coming up, use social media to tell your friends about it. It only takes a moment, and
you’d be surprised how many people you can reach.
Protect your Privacy: Whatever website you use, know your privacy settings, and
NEVER send anyone financial or sensitive personal information.
Pull it all together: When promoting your club or event, always include a link to your
club website or social media page. Use those outlets to promote your event, too!
Linking your social media presences (such as your website, your newsletter, and your
Facebook page) is a technique known as “cross-linking,” and ensures that a visitor to
any one of those places sees your message.

10

Advertising tips
With today’s technology, there are countless ways to advertise your Civitan club, special
event, or fundraiser. More than we could ever include in this manual. Here are some final
tips on creating advertising for your club.

•Use donated services whenever possible. Advertising can be expensive, but many
businesses have special discount rates for local charity organizations. Many will
donate services “at cost,” charging you only for materials.

•The “call to action”: This is one of the most important components of advertising.
Remember what you want to inspire in the public - contacting your club, attending a
special event, or donating to your next fundraiser. Ask them to do just that!

•Call on your fellow club members. Many clubs have generous, skilled, involved
members who are more than happy to help produce ads. Use the resources you have
available, and don’t be afraid to call on them for help.
•Always follow the official usage guidelines for the Civitan logo. For more information,
see the passage on the Civitan logo in Chapter 4.

DIY Promotional Ideas
When brainstorming new ways to advertise your club, let your imagination run wild.
Unexpected, creative, relationship-based marketing efforts are often both cheaper and
more effective than traditional advertising.
Here are 24 more ways to advertise your club. Civitans have used all of these in the past,
to raise their profile in their local communities. If you would like support or assistance in
producing any of these, just contact the Civitan PR and Communications Department.

•Club officer business cards
•Stationery and letterhead
•Name tags
•Yellow Pages listings
•Display booths
•Speaking engagements
•Buttons
•Stickers
•Concession stands
•Community websites
•Community calendars
•Exterior signs at meeting locations

•Sponsorships of local sports teams
•Yard signs
•Blogging
•Social media websites
•Business directories
•Partnerships with local businesses
•Link exchanges with other websites
•Parade floats
•Event posters
•Signage during a service project
•Proclamations from local officials
•Newspaper ads
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Chapter 2: Public Relations
When trying to build public awareness of Civitan, your local news media can be one
of your greatest assets. When approached the right way, they can do more to
promote your club than thousands of dollars in advertising. Local news organizations
publish stories about Civitan club and district events nearly every day, and give great
free publicity to these clubs. By understanding how to work with your local media,
you can do amazing things to promote your club, your fundraisers, and special events
to people in your community.

Talking to Your Local Media
Let’s step into the shoes of an average journalist. A news editor may receive somewhere
between 50 and 200 story pitches PER DAY, depending on the size of their outlet. They are
under constant pressure to produce quality news stories that are compelling, informative,
and timely. They sort through a mountain of junk mail, irrelevant stories, and inappropriate
ideas, and may spend mere seconds looking over press release before they decide
whether to pursue it.
Sound stressful? It is! Fortunately, there are a few key guidelines you can follow to help
your event rise to the top, and get covered by your local news media.
News outlets want to run stories that are compelling, important, and timely. That is, they
want to find real people, doing real things, in real time. Before contacting your local news
outlets, sit down and think about what makes your story newsworthy. Remember,
something that’s newsworthy to your club may not be newsworthy to everyone else in
the community! Don’t take the interest of your local news media for granted. So before
you contact your local news media, ask yourself a few questions:

•Who does this benefit?
Make sure to specify exactly how your event will benefit people in the community.
Try to put a face on your story! Oftentimes, the events that lead up to a community
service project can be a great story, in and of themselves. If you are holding a
fundraiser, always specify who or what the fundraiser will benefit. Remember –
people often identify with causes more than events.
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•Why is this significant?
Remember, journalists receive dozens of pitches each day. What makes your story
significant to non-Civitans? Something that you find compelling may not be important to non-Civitans. Find an angle that is relevant to the community at large –
something that everyone can relate to – and highlight it!

•What makes this unique?
Try to find something that makes your event interesting. Maybe your community
service project is taking place on the anniversary of a local event. Maybe your barbecue fundraiser utilizes a decades-old, award-winning family recipe. Whatever
makes your story unique and special, emphasize that.

Lead times
“Lead time” refers to how far in advance you should contact your local media if you want
them to cover your event. Plan ahead! In many cases, the week of your event is too late
to get coverage.
Depending on their format, your news outlet may plan stories more than a month in
advance. The more advance notice you give them, the better your chances of seeing a
feature story. Consult the following chart when planning to contact your local media.
After sending your first press release according to the chart below, send a second
release a week before your event. Immediately after your event, send a final press
release, including details from the event (such as how much money was raised).
Outlet . . . . . . . . . . . . . . . . . . . . . Lead time
Newspaper (daily): news . . . . . . . . . . . . . . 1-2 weeks
advertisements. . . . . . . . . . . . . . . . . . . . . 2-4 days
Television: PSAs . . . . . . . . . . . . . . . . . . . . . . 6-8 weeks
local talk shows . . . . . . . . . . . . . . . . . . . . 2-3 weeks
local news . . . . . . . . . . . . . . . . . . . . . . . . . 2 days
Radio: PSAs. . . . . . . . . . . . . . . . . . . . . . . . . . 6-8 weeks
talk shows . . . . . . . . . . . . . . . . . . . . . . . . . 2-4 weeks
local news . . . . . . . . . . . . . . . . . . . . . . . . . 2 days
Magazines (monthly). . . . . . . . . . . . . . . . . . 3 months
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The Press Release
A press release (also known as a media release or a news release) is official
notice to the news media about a potential news story. Companies,
agencies and organizations send press releases to the media to publicize
events that are newsworthy. For Civitans, the press release is your
most powerful tool in mobilizing your local news media and
publicizing your club.
Anatomy of a Press Release
News journalists look at dozens to hundreds of press releases a day, and if yours
doesn’t look professional, they may not give it a second glance. Here are the necessary
components of a press release, to ensure that it gets the attention it deserves.

•Release Date: This indicates when your story can run. Except for special circumstances in which you need the news media to “hold” the story, this should always read,
“FOR IMMEDIATE RELEASE.” This tells them they can run it immediately.

•Headline: This is the title of your press release. This should convey, in one or two
lines, what your press release is about and why the event is important.

•Contact information: Always include the contact information for your club’s
contact for this story, complete with their title, email address and telephone number.

•First sentence: This is the most important sentence in the body of your press
release. It should include the most basic information about your event, and why it
is significant. Put the most relevant information here.

•Body copy: This is the bulk of your press release. Write in short, declarative
sentences, and put the most important information first. This is known as “Inverted
Pyramid Style,” and is designed so that someone scanning your press release
always gets the most important information. Always cover the five W’s – the Who,
What, Where, Why, and How of your story.

•Background information: After the bulk of your event information, include brief
background information about your club and Civitan International.

•Closing Line: On the last line of the last page of your press release, skip multiple
lines, then put the characters ###. This signals the end of your press release. If
your press release has multiple pages, put - MORE - at the bottom of each page
before the last.

•Press releases are sent via both fax and email. If you know what your news station
prefers, use that format. If you don’t know, send it via both fax and email, if possible.
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Sample Press Release

•The “hook”: This is the unique angle that makes your story unique, or especially
impressive. This makes your story more interesting to the general public, and thus
more attractive to the news media. Include this in your headline or first paragraph.

•Writing Style: Always write your press release in the third person (“the local
Civitan club”), not first person (“our Civitan club”). One full page is customary;
yours should be no shorter than 1/2 page, and no longer than two pages. Type in a
legible, easy-to-read font. DO NOT put the title in all caps – this may result in an
emailed press release being mistakenly flagged as spam.

•Follow Up: If you don’t hear back from a reporter within a few days, feel free to call
them up at the office. They may have simply missed your press release, and might
be interested in your story.
Civitan International has a selection of sample press releases, which you can download
and customize for your own special event! You can find these at www.civitan.org, under
the “Communications and PR” tab.

Conducting an Interview
At some point, you may be contacted for an interview,
either over the telephone or on air. Wonderful! This means
they are interested in giving your club serious coverage –
even if they only include a small quote, this is a great
opportunity. Make sure they interview someone involved
with the event – for example, if it is an upcoming fundraiser,
then the person organizing that fundraiser may be the best
person to speak with them.
Here are a few tips to help any interview run smoothly.

•Be prepared. Review any information about the issue or event beforehand. If the
interview is not live or recorded for broadcast, feel free to have some notes handy.
Be sure to review basic information about Civitan International, as well.

•Talk, don’t recite. Remember, this interview will put a human face on your story, so
the reporter can get a quote from a real person. Speak plainly and conversationally,
rather than reciting from a written statement (such as the Civitan creed).

•Stay positive! Emphasize the good things about the story, rather than any negative
aspects. Be honest, but don’t bring up any topics that may cast Civitan or your club
in a bad light.

•Be honest. If a reporter brings up an unpleasant or unexpected question, answer it
honestly, but try to redirect things in a positive direction. If you don’t know the
answer, feel free to say so, and offer to contact them later with the information.
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•Everything is on the record. Despite any assurances a reporter makes, remember
that anything you tell them is on the record, and can be published. Resist the urge to
“gossip” about anything you don’t want to see on the front page!
For on-air interviews:
On-air interviews for radio and television are an excellent chance to showcase your club.
These are the same as regular interviews, with a few added considerations.

•Speak to the interviewer. Don’t look at the camera unless directed to, and refrain
from looking at your notes as much as possible.

•Smile! Remember to smile, especially if you are nervous. Remember, stay positive!
•Wear your Civitan member pin. If you have a Civitan shirt or jacket, wear that, too.
•Avoid connecting words. If you aren’t sure about the answer to a question, feel free
to pause briefly to think. Avoid filling in space with words like, “uh,” or “umm.”

Negative Press
Contrary to the popular saying, there IS such a thing as bad publicity. As a club officer, it
is possible that a reporter may contact you about a negative news story involving your
club. If this happens, remember the guidelines above. Resist the urge to come up with an
explanation on the fly, or “shut them out” and refuse to talk to them. This can often make
a situation worse. If necessary, ask if you can speak with them later. This will give you time
to do your own fact-checking, and gather your thoughts.
In the rare event of a negative news story, PLEASE
contact the PR and Communications Department as soon
as possible. We are more than happy to help, and can offer
considerable resources to help manage the situation.
In most cases, quick work and open, honest communication
with the local news media can resolve an issue or defuse
any negative press that might have been generated.
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Special Events
If you want to generate interest in your club, it’s not unusual to plan an event that will
specifically appeal to your local news media. When planning a special event or
community service project, try to think about how to make it interesting to non-Civitans.
This is easier than you think – Civitans make a serious impact on people’s lives, and
chances are your club’s next event can generate some serious interest, if done right.

Civitan Awareness Month
Each April, Civitans around the world take part in Civitan Awareness Month and make
an extra push to promote Civitan in their communities through advertising, special
events, and other promotional tools. This annual “boost” of publicity helps spread the
message of Civitan in communities around the world, as Civitan clubs work together to
make our work known.
Public relations and advertising should be a priority throughout the year, but we
recommend that you make it a serious priority in the months and weeks leading up to
April. Media placements and advertisements take time to secure, plan, and deliver.
Start preparations in January or February, to allow for plenty of time.
In recent years, Civitans across North America have secured proclamations from their
local elected officials. Mayors, congressmen, governors, and more have been happy to
issue a proclamation that April is Civitan Awareness Month. Starting in January, work
with your district officers to officially request this of your governor, mayor, or other
elected official. You can find a template proclamation on www.civitan.org, which you can
customize for your area.
Once you have secured your proclamation, send all your local news outlets a press
release announcing the proclamation. If your official’s office has the proclamation
posted on their website, include a link to that page.
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Clergy Appreciation Week
Every year, Civitans around the world celebrate
Clergy Appreciation Week during the week of
February third. This occasion honors the
sacrifice of four United States Army Chaplains
during the sinking of the USAT Dorchester in
World War II. These four men of different faiths
(one Catholic, one Jewish, and two Protestant)
worked together, and made the ultimate
sacrifice for the soldiers of the Dorchester,
each giving his life jacket to a soldier in need.
Civitans honor their memory, the community service of clergy, and the spirit of goodwill
between different religious faiths through Clergy Appreciation Week. Clubs invite
members of their local clergy to a special meeting or dinner, and recognize them for the
work they do in the community.
Clergy Appreciation Week is an excellent opportunity to publicize your Civitan club. Two
to four weeks before your event, notify your local media. Be sure to include the date,
location, and brief background information, and invite them to cover the event in person.
You can find a sample press release for Clergy Appreciation Week on the Civitan
website, which you can download and customize for your event. To find out more about
the story of the Four Chaplains, visit www.fourchaplains.org.

Club Events
Can’t think of anything to send to your local media to publicize your club? Here are some
suggestions to help you get the ball rolling. Any of these can be publicized to your local
media, and can meet the requirements of “compelling, important, and timely.”

•Club fundraiser
•Special event
•Club or district officer elections
•Club or district officer installation
•Club donation to the Civitan International Research Center
•Club donation to local nonprofit or institution
•Club anniversary
•Clergy Appreciation Week
•Club or club member honored with award
•New club charter
•Upcoming district convention
•Upcoming international convention
•Visiting international officer
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Chapter 3: PR Resources

www.Civitan.org
You can find the official Civitan International website at www.Civitan.org. This website is
an excellent resource for information on Civitan International, publicity materials,
recruitment resources, and more. Here are just a few of the resources you can find on
Civitan.org:

•Brief history of Civitan
•Civitan club locator
•Secure donation page
•International awards and scholarship applications
•Information on the UAB Civitan International Research Center
•Information on the next International Convention
•Past issues of Civitan Magazine
•Contact information for international headquarters departments
•Information on International Board Members
•The Civitan International Directory
•Member recruitment and club-building resources
•Training manuals for club officers
•Online Supply House

Civitan Fact Sheets
The fact sheets on the following pages can be useful when working with your local
media, or just as a helpful reference guide. You can order these for free from the PR
Department, or download them online at www.civitan.org. On the following pages are
the most current Fact Sheets for Civitan International and Junior Civitan International.
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The Civitan International Research Center
The following information is helpful when promoting an event or fundraiser to benefit the
UAB Civitan International Research Center.
The UAB Civitan International Research Center (UAB CIRC) is a world-class research
facility located on the campus of the University of Alabama at Birmingham. More than
100 scientists there conduct research into developmental disabilities and other
cognitive disorders, such as autism, Rett syndrome, and brain cancer. These scientists
work to find better ways to diagnose, treat, and even cure these disorders.
When promoting your event, emphasize the “cause” – research into developmental
disabilities. Scientists at the Civitan International Research Center conduct
groundbreaking research into the nature and causes of illnesses of the human brain.
Civitan fundraisers make this research possible. Here are just a few examples of the
disorders being studied there.

•Autism
•Rett syndrome
•Traumatic brain injuries
•Epilepsy
•Hemiplegia

•Brain cancer
•Down syndrome
•ADHD
•Glial cell dysfunction
•Schizophrenia

When planning a fundraiser, make sure donation checks are made out to Civitan
International, and sent to International Headquarters. This will ensure that your
donations go into the ongoing fund to support the CIRC. Donations can also be made
online at the Civitan website, at www.civitan.org/donate.
The official website of the Civitan International Research Center can be found at
http://circ-uab.infomedia.com.
The Civitan-Sparks Clinics
Civitan also funds the CIRC’s partner facility, the Civitan-Sparks Clinics. This facility
offers diagnosis, counseling, therapy, and other services to thousands of families with
developmental disabilities each year. Civitan-Sparks is also a training center, where
physicians and medical students learn to care for people with developmental disabilities.
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PR Resources from the Civitan Supply House
The following are all available from the Civitan Supply House.
To order any of these, visit www.civitan.org/supplies, or call
1-800-CIVITAN, ext 102. New merchandise is added to the
Supply House each year, so be sure to check for new items
periodically.
Brochures
•Civitan recruitment brochure
•Civitan informational brochure
•Junior Civitan brochure
•Campus Civitan brochure
•Civitan International Research Center informational brochure
•Candy Box program brochure
•Civitan information card
Videos
•Civitan: Leaders in Service video (VHS or DVD)
•PR Training video
•Civitan International Research Center video update
Training Materials
•Civitan Leadership Drive (2-gb thumb drive loaded with manuals and report forms)
•Civitan PR Manual
•Successful Civitan Fundraisers (fundraising manual)
•VIP Brochure and Score Card
•Adding Members for your Club’s Success (recruitment guide)
•Talk Civitan recruitment guide
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Chapter 4: Internal Information
Here you will find useful information about Civitan International, our clubs, our officers,
and other facts about Civitan itself. If you ever need any information on Civitan in order
to promote our organization, please feel free to contact the PR and Communications
Department. We will be happy to assist you with whatever you need.

Officer Profile: PR Chair
Club PR Coordinators or PR Chairs have a wide range of responsibilities, and this office
is a crucial component for promoting club events, recruitment, and overall awareness of
Civitan in your community. The PR Chair should be familiar with all of your club’s
programs, and be ready to work with nearly every club officer to promote what your club
does in the community.
Your ideal PR Chair should have the following qualities:
•Familiar with advertising, media, and general
communication
•Readily accessible via telephone and/or email
•Knowledgeable about Civitan and your club’s history,
officers, and charitable programs
PR Chair duties and responsibilities:
•Be familiar with PR tools provided by the district and
International headquarters.
•Communicate with International Headquarters, the district PR chair and other
officers concerning PR efforts.
•Help implement international and district PR campaigns
•Develop and carry out a plan for promoting your club to the community.
•Attend club and district meetings, and coordinate with fellow club officers.
•Cultivate valuable media contacts within the community such as advertisers,
news organizations, and government officials.
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Civitan Magazine
Civitan Magazine has been in continuous publication
since 1922. To this day, it is the principal source of
Civitan-related news, information, and updates on the status
of the organization. Some stories are found and written by
the PR and Communications Department staff, but many
are submitted by active club members just like you!
If you would like to submit a story for publication in Civitan
Magazine, here are some helpful guidelines.
Submit your story as soon as possible, preferably within two
weeks of the event. To submit a story for a particular issue, send it by the first day of the
prior month (for example, to place a story in the July issue, submit your story by June
1st). If you are concerned about the deadline, contact the PR Department. We are
flexible whenever possible, and advance notice of a story always helps.
Include a brief description of your event, with all pertinent information (who, where,
when, etc.). For example, if you held a fundraiser, include how much money was raised.
Include photographs, if at all possible. Please send pictures at “full size,” and in jpeg
format – the file size should be no smaller than 300k. This will ensure that your pictures
show up crisp and clear when printed. Please identify any Civitans in your photographs,
excepting crowd photos.
To email your story, send with pictures to magazine@civitan.org. To mail your story, send
it in a typed document with any photos included, to:
Civitan Magazine
One Civitan Place
Birmingham, AL 35123-0744

Club Newsletters
A club newsletter is an incredibly valuable resource. Newsletters can keep your
fellow Civitans informed, help them stay in touch, and build pride among your
membership by highlighting your club’s achievements. When projects or special
events depend on active club participation, a well-timed newsletter can make the
difference. Here are some tips for making a great club newsletter.
A club newsletter should:
•Inform club members about club news and events
•Give recognition to members who have received awards or other achievements
•Support club projects and events
•Give reminders about upcoming events or deadlines (club dues, etc.)
•Build pride among club members by showcasing recent achievements

26

A club newsletter should include:
•News about upcoming or recent club events (club, district, or international)
•Reminders about any upcoming deadlines
•Rundown of the most recent club meeting
•Information on upcoming or recent speakers
•Welcome new club members
•Recognition of any awards or achievements earned by fellow club members
•Personal announcements about club members (weddings, graduation, etc.)
•Regular columns by one or more club officers
•Photos from recent club meetings, projects, or special events
What should NOT go into a newsletter?
•Inappropriate personal information
•An excessive amount of humorous stories or news unrelated to Civitan
•Inflammatory personal opinions
How often should I publish a newsletter?
This will depend on how often your club meets. We recommend that you publish your
newsletter at least once a month – many clubs send theirs out after every meeting.
Who should receive my newsletter?
In addition to all club members, we recommend sending your newsletter to the following:
•Your district governor and governor-elect
•Civitan International Headquarters (c/o PR and Communications Department)
•Any speakers or guests present at your most recent meeting

Officer Profile: Newsletter Editor
Newsletter editor qualifications:
•Familiar with club history, officers, and current projects
•Have regular access to a computer with internet access,
and a printer, if necessary
•Be familiar with printing and mailing guidelines for
newsletters
•Good writing skills
Newsletter editor responsibilities:
•Regularly attend all club meetings
•Report on all upcoming and recent club projects in the newsletter
•Publish any notices, announcements, or personal news items
•Regularly communicate with club and district officers to gather news
•Work with the club secretary to maintain an up-to-date mailing list
•Manage the printing and mailing of the newsletter to club members, honorary
club members, any district officers, and International Headquarters.
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How do I design a newsletter?
Club newsletters should be designed in an attractive, easy-to-read format. There is a
variety of computer programs available for editors looking to lay out their newsletter.
Programs such as Microsoft Word, Adobe Pagemaker, Adobe InDesign, and Quark
Xpress can all be useful, depending on your budget. There is an incredible amount of
free newsletter templates on the internet, as well, which can help you get started.
How should I send out my newsletter?
Clubs today can choose between print newsletters sent through the postal service, and
electronic newsletters sent via email. Some clubs even do both! Depending on the
preference of your club members, there are pros and cons to each of these formats.
Print newsletters are more traditional, and may be easier to produce. Many Civitans find
a printed newsletter to be more attractive and easier to read. If you print your newsletter,
use a color printer if at all possible. This will allow you to print full-color photos and
graphics. Print on white paper, or a lightly colored paper that is easier to read.
Email newsletters are faster, less expensive, and can easily display large pictures. You
don’t have to worry about postage costs, color printing, or mailing delays, and can
communicate with members instantly if there is an update or correction. If you send your
newsletter electronically, make sure you have email addresses for ALL club members. If
some don’t wish to receive newsletters via email, you can mail them a printed version of
your newsletter instead.

Club Websites
Civitan offers free websites to all clubs and districts through Autosites, an easy-to-use
website building program. There are no hosting fees, so you do not need to worry about
your website being unexpectedly taken down due to an expired subscription.
Here are some guidelines to having a useful and effective Civitan website.
Must-have:
•Up-to-date contact information (email of your club webmaster or president)
•Current meeting information
•Basic information about your club and club projects
•Easy, simple navigation
Good to have:
•Current list of officers (keep up to date!)
•Calendar of events
•Links to your club’s Facebook page, Civitan website, district website, etc.
•Photos from club events
Above all, make sure your website stays up to date! An outdated website can be worse
than no website at all. Your club website should be checked and updated at least
quarterly. It should NOT automatically be the duty of an officer such as the club
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secretary or newsletter editor. Many who are well-qualified for those positions have little
interest or inclination to manage a website.
If you would like to set up a free club website through headquarters, just contact the
Civitan Supply House at shop@civitan.org, or 1-800-CIVITAN, ext. 102. A full listing of
club and district websites is on www.civitan.org. If you create a new website through a
third party, be sure to email the PR Department, so we know to list your new website!

District websites
Each Civitan district currently has its own website, a valuable resource for Civitans and
non-Civitans. District websites can offer information on district-wide projects, district
officers, club listings, and information for any clubs that don’t have their own website.
District websites should include the following information:
•Current district officers, with contact information
•District calendar of events (meetings, conventions, etc.)
•Current list of clubs, with links to their websites
•Link to the Civitan.org website
•Information on district-wide projects, and any prominent club projects

Officer Profile: Webmaster
Webmaster qualifications:
•Regular access to a computer with internet access
•Basic familiarity with website design
•Knowledge of the club’s history and current projects
Webmaster duties:
•Maintain login information for the club website
•Manage any fees for hosting the website
•Update the officer list, meeting information, and all other
information posted on the website in a timely manner
•Receive any emails made via the website’s contact page, and
forward them to the appropriate officer
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The Civitan Logo
Civitan has had several logos over the years. The current
“medallion” logo was adopted in 1993, to reflect our
international scope. Civitan clubs are welcome to use this
artwork in their own printed materials, as long as they
follow some simple guidelines.
The Civitan logo is available in two-color or full-color
treatments. Small format versions can be downloaded on
the Civitan website, but these are “downsampled,” and
ONLY suitable for websites and electronic media.
To request a full-size image file of the Civitan logo, just
contact the PR and Communications Department at
1-800-CIVITAN, ext. 134. If you are using the artwork for
materials that will be sold or distributed to people outside
your club, you will need to request permission from
International Headquarters. Don’t worry - we are happy to
help you with your design project, and approve roughly
99% of the requests we receive.
Civitan Logo Usage Guidelines
•Civitans are free to use the Civitan “medallion” logo in purely internal materials such
as event programs, directories, websites, and newsletters. Civitans are also free to
use the Civitan logo in promotional materials such as newspaper advertisements and
club brochures, so long as the club or district name is featured prominently.

•Civitans must obtain permission from International Headquarters to use the Civitan
logo on items to be sold, either to Civitans or non-Civitans. These items must feature
the club or district name prominently; furthermore, they cannot be identical to items
sold by the Civitan Supply House (such as a Civitan bell).
•The Civitan logo may not be used to manufacture items inconsistent with the
values, aims and purposes of Civitan International and its member clubs.
•Do not distort, redesign, or add images (such as a another organization’s logo) to
the Civitan logo. This ensures that the Civitan image is presented in an attractive,
consistent manner, in keeping with our organization’s values.
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Conclusion
Thank you for taking the time to read this manual – we hope you find it useful, and wish
you the best of luck in promoting all the great things Civitan does in your community!
No matter what your background, know that you can do incredible things to promote
your club.
Remember, good publicity isn’t something that happens overnight. It requires planning,
diligence, and a willingness to jump right in with both feet. There’s no guarantee that any
one effort or program will get you the coverage you deserve. But over time, with a little
work and perseverance, you can do wonderful things with the tools in this manual.
That’s because good publicity isn’t good for its own sake. It’s only a means to an end.
Good publicity helps your recruit new members, conduct fundraisers, improve club
morale, and get your club noticed by people you may not otherwise see. All of those
things, in turn, bolster your presence in the community, and empower you to make a
serious impact for years to come.
On that note, we encourage you to keep lines of communication open with your fellow
officers. Stay informed about what your club is doing, and don’t be afraid to make
suggestions of your own for new and exciting club projects! No matter what office you
hold – or even if you don’t hold an office – you can be a powerful ambassador for Civitan
in your community. If you ever need any assistance, or have any questions, please don’t
hesitate to contact the PR and Communications Department, at 1-800-CIVITAN,
extension 134. You can also email us at pr@civitan.org. Individual club members are our
greatest resource, and we are proud to give you whatever help you need.
Thank you again for your work with Civitan. We hope you enjoy promoting Civitan in
your community as much as we do.
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