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Club Communications Plan 
Communications on behalf of the Wake Forest Woman’s Club take the forms listed below and are the duty of the Publicity, 
Press Book and Yearbook Standing Committees (P/PB/Y). Full descriptions of communications-related positions and 
responsibilities are given in the Policies and Procedures area of the club Yearbook (pages D-8 and D-9). The members who 
take on these tasks depend on CSP and standing committee chairmen and other club leaders to provide information about 
their groups’ activities or to assign a member to do so. 
 

Publicity Standing Committee: Elaine Incorvaia, chairman and Publicist, and convening P/PB/Y chairman; Paula 
Johnson, Club Photographer; Jo Lanni, Newsletter Editor and Social Media Editor; Sharon Rasmussen, Website Editor.  

Press Book Standing Committee: Salina Gary, chairman and Press Book Editor; Kathy Norris, Historian; Marilyn 
Bonnett, Scrapbook Editor. 

Yearbook Standing Committee: Marilyn Bonnett, chairman and Yearbook Editor; Hilda Parler, Club President. 
 
I. Yearbook. The Yearbook is the source of information for all club members. It is published twice a year and is 

always available via the club website’s member page. It includes: 
A. Club objectives by way of the Bylaws and the Policies and Procedures. 
B. Duties of the various leadership roles and the names of members filling each role in the present year, as well as 

expectations for every member.  
C. Roster, birthdays and assignments for all members. 
D. Goals of the six community service programs. 
E. A calendar of club activities. 
F. The club’s history and traditions, including the scholarships and traveling silver awards.  

 
II. News and Views. The News and Views is the primary vehicle for disseminating current club information during the 

club year. It is published to the membership a few days prior to each general club meeting. Guidelines are: 
A. The newsletter will be a maximum of four pages. An exception would be a fifth page to include a flier or a pressing 
matter, such as the text of a committee proposal to be voted upon at the next general meeting. 
B. Those who submit articles to the newsletter editor are asked to do so via email. Write in third person and limit 
text to 200 words. Attach an image, if one is available, and provide a brief caption (a complete sentence saying 
what the activity was, who is shown and where the activity took place). 
C. The club president will summarize district, state, and GFWC news within her President’s Message column. 
D. With the exception of the President’s Message, the newsletter will include only WFWC information. 

 
III. E-blasts. Emails are sometimes generated to the entire club membership in order to alert members of time-

sensitive club news. Only the newsletter editor may send an e-blast, and only upon permission of the president.  
 
IV. Social Media. Brief, timely club and GFWC information is posted to Facebook. Entries are directed to members 

and others who “follow” the club’s social media presence. Recognizing that social media messages are likely to be seen by 
people who are not club members, the editor guards the privacy of members while at the same time employing social 
media as a tool to recruit new members. 

 

V. E-vites. Electronic invitations publicize social opportunities to club members. The Hospitality Committee 
chairman sends e-vites to members’ email addresses upon presidential approval, and members click a button to view and 
respond to the notice on a website.   



 
VI. Website. The club website (www.wake-forest-womans-club.com), comprises two distinct areas: 
A.  The public area. The public home page is directed toward external audiences and is intended to communicate the 
club’s mission through:  

1. A general message. 
2. Information about the club’s structure and recent activities. 
3. A calendar of coming events. 
4. A list of partner organizations with links to their websites. 
5. Ways to connect with the club for anyone who desires more information or to join. 
6. Information about the club’s relationship to the various GFWC levels.  

B. The private area. A “members only” area is accessed by means of a username and password that the website editor 
assigns to each member. The hope is that club members will consider these pages a primary resource for answers to any 
questions they may have about current club activities and organization, as well as club history. The area primarily 
comprises: 

1. Club documents, such as the Yearbook, newsletter, minutes of the most recent general meeting and any procedural 
instructions and forms. Most of these materials are “owned” by the member who generates them and are submitted to 
the website editor for posting (for example, the Finance Committee chairman owns financial forms). 
2. Archives, to include past club scrapbooks, yearbooks, press books, minutes, newsletters, photos, etc.  

 
VII. Publicity. Media releases, with or without photos/captions, promote coming club events to external audiences as 

appropriate or report on events after their conclusion. These releases, which are intended to enhance understanding of the 
WFWC and its activities in the local and GFWC communities, are submitted by the publicist with the president’s approval 
to news media, as well as District VI, state and national/international GFWC organizations. CSPs are the primary source 
of information for a release. 

 
VIII. Press Book. Published  media releases and other mentions of the club and club members are gathered into a press 

book that runs from Sept. 1 to Aug. 31 (the club year). The completed Press Book is given to the website editor for 
publication in the website archives. 

 
IX. Scrapbook. Whether traditionally or digitally published, the scrapbook documents the club’s activities over the 

course of a club year (Sept. 1 to Aug. 31), using photographs and activity memorabilia. As pages are prepared, they may be 
provided to the social media editor for publication on the club’s Facebook page. When complete, the scrapbook is given to 
the website editor for publication in the website archives. 

 
X. Photography. Photos are a necessary part of communicating the club’s message. Each member is asked to sign a 

photo release as part of her application for membership. These are kept on file with the Membership Committee chairman, 
who will update the file as needed, notifying the club photographer of any member who declines to be depicted in club 
photos.  

General meetings and activities conducted on behalf of the whole club are photographed by the club photographer. CSP 
activities are photographed by a member of the CSP, who provides them as soon as possible after the activity (along with 
detailed captions) to the club photographer and to the scrapbook editor.  

Selected photos or videos may be uploaded to our website, both within the scrapbook and within an annual photo 
archive that is edited by the club photographer.  

Photos also may be uploaded to our Facebook page or provided to club members for the promotion of club events.  
 
XI. Club logo use, advertising, banners, programs, etc. Because the Policies and Procedures identify the Publicity 

Standing Committee’s purpose to “manage the club brand (image),” this group will also, from time to time, produce 
materials using the club logo that are intended to advance the brand of the club among members and to external audiences. 
CSPs, standing committees and other club groups who plan to promote an activity to the general public are encouraged to 
contact the chairman of the Publicity Standing Committee for assistance. 

 



GFWC Writing and Photo Tips 
 

The following tips and examples are provided to assist you in the documentation of your committee’s activities. They 
are adapted from the GFWC Public Affairs Guide and the GFWC Style Guide. 

 
Preparing a story: 
• Describe the project, program or accomplishment in a concise and straightforward manner. 
• Develop a news angle to pique the media’s attention and increase the chances for media coverage. Consider: What is the 
impact (i.e., dollars raised, people served); why is this story significant; what makes it unusual; and how is it important to the 
community that is served by the media outlet you hope will publish it? 
• Always proofread, whenever possible, ask someone else to review your work for spelling, grammar and facts. 
• Get to the point. Then stop. Use plain English. Express one thought at a time. Let the facts speak for themselves. Use 
short words and phrases. If it’s possible to cut out a word, cut it out. Use the word-count tool in Microsoft Word to help you 
limit your story to 300-500 words. Avoid clichés and redundancies. 
• Avoid phrases that add nothing to the meaning of a sentence, including: 

 
All things considered 
As a matter of fact 
As far as I am concerned  
At the present time  
Because of the fact that  
By means of 
For all intents and purposes 
For the most part 
Due to the fact that 

For the purpose of 
Have a tendency to 
I’d like to 
In a manner of speaking 
In a very real sense 
In my opinion 
In the case of 
In the event that 
In the final analysis 

In the nature of  
In the process of  
It seems that 
Currently 
That exists 
The point I am trying to make 
Type of 
What I would like to say 
What I mean to say is 

 

About photos: 
General meetings will be photographed by the club photographer so that all members of the hosting committee will 
be able to participate and enjoy their program; however, the photography of CSP and other activities is the 
responsibility of each of those groups. 

 
• Take more photos than you will need so you have a variety from which to choose. 
• Show activity. The camera should be an observer and recorder of activity, not part of it. People standing or posing 
together do not make interesting photos. 
• Reduce the crowd in any given shot to no more than five people. Do not cram a lot of people into the frame. 
• Pare clutter. Remove water glasses, soda cans, purses, wastebaskets and anything that clutters the photo. If you can’t 
remove a distracting object, try taking the photo from a different angle. 
• Lighten up. Make sure there is sufficient light. Never photograph someone standing directly in front of a bright window 
or light. Instead, have the light illuminate them from one side. Natural lighting is best; a flash can be harsh and often 
produces unappealing shadows. 
• Set file to “best.” File settings on your digital camera should be set to take photos with the largest file setting – at least 
300 dpi. These will reproduce best in print materials. 
• Attach the file to an email. Please do *not* embed it in the body of your e-mail or in a Word document, because the 
quality of the image will be reduced. 
• Write a caption in the form of a complete sentence for each photo, providing first and last names for each person 
shown (usually from left to right and from front to back for groups); a description of the activity shown, including where 
and when the photo was taken; and the name of the photographer so credit may be given. 



Media Releases 
 

As illustrated by the sample release shown below: 
 

1. Use a standard, professional font throughout, such as Times, Century or Caslon. 
2. The first line should always read “FOR IMMEDIATE RELEASE,” usually all capital letters and bold. 
3. State the date the release is to be sent out. 
4. Provide the name and contact info for the WFWC publicist, who will field any media questions about the activity. 
5. Include a brief, specific headline. 
6. If providing a story, it follows the headline. Follow the writing guidelines on the previous page. Keep your 
submission short to increase the possibility it will be published. 
7. If sending a photo, include a photo caption in the form of a complete sentence. (Some people will not read a story but 
instead only look at a photo and its caption, so offer a nugget of information about the activity, not just the names of those 
shown.) Sometimes, you will send only a photo and caption because no additional story will be needed. 
8. End each release with three # signs, which will tell the media outlet that your material ends there. 
9. Attach the release as a Word document to an email. If you supply a photo, attach it to the email on its own; do not embed 
it into the Word doc. 
10. Each release gets its own email. 
11. If the purpose of the release is to promote a coming event, send it to the club publicist (with your chairman’s approval) at 
least three weeks ahead of your event. If the release is to tell the story of a recently completed activity, send it (with your 
chairman’s approval) to the club publicist as soon as possible after the event.  
 
 
 

Sample of a media release: 
 

 
FOR IMMEDIATE RELEASE 

 

Date: April 22, 2016 
Contact: Mary Publicist, (919-555-1212 or mpWFWC@gmail.com) 
 

Wake Forest Woman’s Club marks Federation Day 
 

Stand-alone photo attached. 
Caption: 
 

Happy 124th birthday, General Federation of Women’s Clubs! In recognition of GFWC Federation Day on April 24, Wake 

Forest Woman’s Club members Salina Gary and Dawn Nakash flank the new GFWC/Wake Forest Woman’s Club signpost 

installed Tuesday by Salina Gary’s husband, Edwin Gary, at a prominent entry point into the community: South Main Street 

near Capital Boulevard. A smaller sign below the GFWC logo notes that the Wake Forest Woman’s Club has been active in 

the community “since 1961.” A similar sign was installed at a Durham Road location on last year’s Federation Day. For 

more information about the Wake Forest Woman’s Club, please go to Facebook.com/WakeForestWomansClub or visit 

wake-forest-womans-club.com. 

 
#  #  # 


