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Dear Volunteers:





Let me first introduce myself.  I am Todd Sullivan and I am the new Marketing and Communications Manager for Regions 1, 2, 3, and 4.  I want to take this opportunity to thank you all for being with us as volunteers and allies in our fight against cancer.





As we move quickly into “Relay Season,” I look forward to working alongside you to spread the amazing stories of survivorship, camaraderie, and dedication that will come out of each of your teams and your Relays.  We are in this together and only together can we succeed.  





Enclosed in this packet is hopefully some useful tools to help your Public Relations Committee volunteer get the word out about your Relay, helping it to grow and achieve new heights.  These sample press releases are set up so that they can be easily customized for each of your local communities, because that is what Relay is all about, a community coming together.  





With all that is involved in Relay For Life, it would be impossible for you or I to adequately publicize and share our wonderful story all alone.  So we need to work together.  Your dedication and creativity is one of our greatest strengths and I want to help nurture that.  When you spread out in your local communities, please keep me informed of what you have achieved locally and let me know how I can help.  If there are tools that are not here, let me know and I will work with you to improve our relationship.





Again, thank you for your dedication and commitment to ACS.  If ever you need to contact me, I can be reached at 410-933-5142, todd.Sullivan@cancer.org, or through the mail at 8219 Town Center Drive, Baltimore, MD 21236.





I look forward to working with you and best of luck with all of your Relays!





Sincerely











Todd Sullivan 


Marketing and Communications Manager


American cancer Society


�






Relay For Life 2002 – Region III Communications Plan





* Region III media will be split into two groups:


major-market media


small-market media





* The Marketing/Communications Manager will be the sole contact for the following media outlets:


WBAL-TV, WJZ-TV, WMAR-TV, WBFF-TV, WNUV-TV 


Maryland Public Television


Comcast Cable


Radio One Networks (92Q, Magic 95.9, Spirit 1400, WOLB)


WBAL-AM, WIYY-FM


WLIF-FM, WJFK-FM


WWMX-FM,WQSR-FM


WPOC-FM


Network radio (Metro News Service, Shadow News Service)


The Baltimore Sun


Baltimore Magazine


Baltimore Business Journal; Baltimore Daily Record





* The Public Relations chairperson for each Relay event will be the sole contact for the following media outlets:


Patuxent Publishing Company (Towson Times, Owings Mills Times, Northeast Reporter, Catonsville Times, Jeffersonian, etc.)


All other community newspapers (Baltimore Times, Baltimore Afro American, Dundalk Eagle, Harford Aegis, etc.)


Carroll County Times


Howard County Times


Frederick Post


All community radio stations (WTTR-AM, WFRE-FM, college radio stations such as WEAA-FM, WTMD-FM)





* Please keep the Marketing/Communications Manager and Community Specialist for Relay informed about media activities in your communities, and let them know when you need assistance.  If you have an interesting human-interest story for your Relay, please provide details on your “Relay For Life Publicity Sheet” and forward the information to the Marketing/Communications Manager, who will help you pitch the story to the major-market media.  





**If you are successful in getting stories in your local papers, please used the postage-paid envelopes and send me copies of the articles.


* Please distribute the pre-event releases, using your own timetable.  We will send a general Relay For Life press release announcing the entire Region III Relay schedule, once all of the dates, times, and sites have been confirmed.  








* We expect to receive the following from ACS National Corporate Communications/Relay For Life Business Unit:


Print advertising (various sizes)


TV advertising (30-second spot)


Radio advertising (20 and 30-second spots)





We will distribute these materials to you once they are received from National.  You may use these materials, or develop your own materials with your local newspaper, cable TV station, or local radio station.  





Please keep me up to date on any coverage that you get in your local media.  If you have a contact in one of the above listed media, contact me and we can work together to utilize and build that relationship.





Thanks so much and GOOD LUCK!
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FOR IMMEDIATE RELEASE:				CONTACT:	 














AMERICAN CANCER SOCIETY/RELAY FOR LIFE PSA’S





10 Seconds





Want to have fun and fight cancer at the same time? Then join the American Cancer Society’s 





Relay For Life this spring.  Call 1-800-787-4337. 








20 Seconds





Are you a cancer survivor?  The American Cancer Society would like you to join with other 





survivors at the Relay For Life in your community this spring.  A truly unique event, Relay For 





Life honors cancer survivors for their courage in winning the battle against this disease.  To learn 





more about Relay For Life, call 1-800-787-4337.  








30 Seconds





Want to have fun and fight cancer at the same time?  Then get involved in the American Cancer 





Society’s Relay For Life.  A truly unique event, Relay For Life features teams of 10-15 people 





who camp out overnight and walk around high school or college tracks in their communities.  





Relay For Life is a meaningful event that honors cancer survivors and remembers those who 





have lost their battle.  Want to be a part of the Relay team?  Call 1-800-787-4337. 
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FOR IMMEDIATE RELEASE			CONTACT:




















_________________NAMED RELAY FOR LIFE CHAIRMAN








NAME OF YOUR COMMUNITY, MD (� TIME \@ "MMMM d, yyyy" �November 7, 2002�) - The American Cancer Society has announced that NAME OF CHAIR of CHAIR’S HOMETOWN has been named Chairman of the NAME OF COMMUNITY Relay For Life. 





	(place chairman’s biographical information here)





Relay For Life is an overnight celebration of life dedicated to cancer survivors and those who have lost their battle against the disease.  The 2002 Relay For Life will take place on DATE & TIME OF RELAY at LOCATION OF RELAY.   In 2001, the NAME OF COMMUNITY Relay For Life raised more than $______________ for the American Cancer Society’s community programs in _______________________ .  





	The American Cancer Society is the nationwide, community-based voluntary health organization dedicated to eliminating cancer as a major health problem by preventing cancer, saving lives, and diminishing suffering through research, education, advocacy, and patient service.  





				


###















































�FOR IMMEDIATE RELEASE			CONTACT:

















AMERICAN CANCER SOCIETY KICKS OFF RELAY FOR LIFE IN [XX COMMUNITY]


Teams Forming Now for Annual Community Event








NAME OF YOUR COMMUNITY, MD (� TIME \@ "MMMM d, yyyy" �November 7, 2002�)  – More than ENTER # of local residents gathered at KICKOFF LOCATION on DATE OF KICK-OFF to learn more about joining the American Cancer Society’s Relay For Life coming to COMMUNITY NAME on DATE OF RELAY. 





Guests were greeted by NAME OF EVENT CHAIR of HOMETOWN, Relay For Life chairperson and learned more about how their participation in the event benefits lifesaving American Cancer Society research, programs and services in their community.





Relay For Life is a unique volunteer-driven, community event that allows participants from all walks of life – including cancer survivors, families, friends, corporations, civic organizations, schools, churches and concerned community members – to join together in the fight against cancer. Relay For Life is an overnight celebration where individuals and teams camp out, barbecue, dance, and take turns walking or running around a track “relay” style.  At nightfall, participants will light hundreds of luminary candles around the track in a moving ceremony to honor cancer survivors as well as friends and family members lost to the disease.  Dedicated volunteers from the community are needed now to plan for this event.





The American Cancer Society’s Relay For Life in INSERT NAME OF COMMUNITY will be held at PHYSICAL LOCATION OF THE EVENT on INSERT EVENT DATES. To find out how to build a Relay For Life team, call ENTER LOCAL CONTACT PHONE #.





The American Cancer Society is the nationwide community-based voluntary health organization dedicated to eliminating cancer as a major health problem by preventing cancer, saving lives and diminishing suffering from cancer, through research, education, advocacy and service.  For more information about the American Cancer Society, call 1-800-ACS-2345 or visit its web site at www.cancer.org.





# # #
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FOR IMMEDIATE RELEASE				CONTACT:




















VOLUNTEERS NEEDED FOR


AMERICAN CANCER SOCIETY’S RELAY FOR LIFE





NAME OF YOUR COMMUNITY, MD (� TIME \@ "MMMM d, yyyy" �November 7, 2002�) - The American Cancer Society invites all residents of NAME OF YOUR COMMUNITY to get involved in the fight against cancer.  The Society needs volunteers for its signature event, Relay For Life, which will be held on DATE AND TIME OF RELAY at LOCATION OF RELAY.  





Volunteers are asked to form teams for the Relay For Life.  A unique community-based, overnight event, Relay For Life honors cancer survivors and remembers those who have lost their battle against the disease.  Each Relay team consists of 10-15 participants.  Relay team members will take turns running or walking around the track at local high school and college stadiums.  Each team sets up a campsite near the track.  When Relay participants are not walking or sleeping, they have an opportunity to enjoy a variety of games and entertainment and learn about the progress being made against cancer.  





	All proceeds from Relay For Life benefit the American Cancer Society’s programs of research, patient services, prevention, advocacy, and public education.  To form a Relay For Life team, contact the American Cancer Society at ENTER LOCAL CONTACT PHONE NUMBER .  








###








	











						    











TO BE SENT OUT WITHIN TWO WEEKS OF EVENT











�FOR IMMEDIATE RELEASE				CONTACT:














CANCER SURVIVORS & FRIENDS TO CELEBRATE LIFE


AT LOCAL RELAY TO FIGHT CANCER





Candlelight Vigil Honors Local Cancer Survivors and Residents Lost to Disease








NAME OF YOUR COMMUNITY, MD (� TIME \@ "MMMM d, yyyy" �November 7, 2002�) - Emotions will run high as dozens of cancer survivors of all ages will walk around the LOCATION OF RELAY EVENT track in a lap of hope and friends will honor lives lost to cancer in an evening candle vigil at the American Cancer Society’s Relay For Life.  The overnight celebration designed to raise awareness and support cancer research, education, advocacy and patient services in the community will be held at SITE and will run from TIME on DAY ONE to TIME on DAY TWO.





	The American Cancer Society’s Relay For Life is a team event vital to the American Cancer Society’s fight against cancer. The Relay For Life is a community-based celebration of life and survivorship. Teams of people, including local businesses, friends, families, hospitals, churches and clubs, gather at community sites and take turns walking, jogging or running laps. The focal points of each Relay For Life event are the survivors’ lap and the luminaria ceremony.





Relay For Life opens as cancer survivors walk, run, or wheelchair the first lap.  This is an emotional time and sets the stage for the importance of each participant's contribution.  A festive atmosphere always develops around the track area at these events.  As participants make new friends and spend time with old ones, the Relay heats up and the camp-out begins.


	


Highlighting the evening is the luminaria service held after dark to honor cancer survivors and to remember those who have lost the battle against cancer.  The luminaria candles are left burning throughout the night to remind participants of the incredible importance of their contributions.





“Relay For Life is as much an awareness raiser about the progress against cancer as it is a fund raiser,” said EVENT CHAIR PERSON, COMMUNITY NAME Relay for Life chair.  “Many of the participants are cancer survivors.  Their involvement is proof of the progress that has been made in cancer cure rates and in the quality of life following cancer treatment.”





	


ACS Relay for Life, page 2 of 2








More than ENTER LAST YEAR’S # people including # OF SURVIVORS cancer survivors participated in last year’s event, raising over $ DOLLAR AMOUNT for the American Cancer Society.


	


The Relay For Life in COMMUNITY NAME is one of ## planned throughout Maryland and one of more than 3,000 events nationwide. In addition to the ENTER YOUR COMMUNITY Relay For Life, the American Cancer Society will host [XXX OTHER RELAY FOR LIFE EVENTS IN THE AREA:  DATES/LOCATIONS OF EVENTS THAT MAY OVERLAP MEDIA OUTLET]. To find out more about the Relay For Life in your community, call ENTER CONTACT NAME AND PHONE NUMBER.





The American Cancer Society is the nationwide community-based voluntary health organization dedicated to eliminating cancer as a major health problem by preventing cancer, saving lives and diminishing suffering from cancer, through research, education, advocacy and service.  For more information about the American Cancer Society, call (800) ACS-2345 or visit its web site at www.cancer.org.
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PRE-EVENT LETTER TO THE EDITOR SEND OUT 4 Weeks prior to Event








� TIME \@ "MMMM d, yyyy" �November 7, 2002�





Dear Editor:


	


	The American Cancer Society has been an active member of COMMUNITY for many years offering a number of patient and family services, cancer support groups, tobacco control programs and lifesaving research.  We reach our mission thanks to the help of dedicated staff and generous volunteers. 


	


	With the challenges of our day-to-day demands, time has become a premium and many people are finding it more difficult to participate in community service. 


		


	The American Cancer Society needs your help now.  Plans are under way for the annual fundraiser Relay For Life, held in MONTH, to support cutting-edge cancer research, free transportation to hospitals, help prevent youth smoking, publish lifesaving literature, and develop a new generation of weapons to fight cancer.


	


	Now is the time for individuals, corporations, and small businesses to build a team and join our fight to reduce the burden of cancer across America.  The Relay For Life can be the site of a company picnic or family gathering while supporting a great cause.  There is no finish line until we find a cure.


	


	To sign up to participate or learn how you can volunteer for other patient services, call INSERT LOCAL CONTACT NAME AND PHONE NUMBER. 








_______________________ (signature)








NAME of RELAY CHAIR


Volunteer Chair


COMMUNITY NAME Relay For Life


American Cancer Society


























POST-EVENT LETTER TO THE EDITOR/FROM CHAIR �SEND OUT IMMEDIATELY FOLLOWING EVENT








� TIME \@ "MMMM d, yyyy" �November 7, 2002�








Via mail, e-mail [XXX], and fax [XXX]





Dear Editor:





On behalf of this year’s American Cancer Society Relay For Life committee, I would like to thank the residents and businesses of LOCAL COMMUNITY for their generosity and support.  Approximately INSERT # OF PARTICIPANS people and NUMBER OF teams participated in this year’s event, raising more than $DOLLARS RAISED for the American Cancer Society’s programs of research, education, advocacy and patient services. 





Relay For Life is truly a community event and I want to applaud the more than INSERT NUMBER survivors that kicked-off the event by participating in the opening survivor recognition lap.  They are the reason we continue the fight and it reminds us all of a very important message - early detection is so important.





A special thanks to the many Relay For Life volunteers who worked to make this event a success.  The Relay For Life committee did an outstanding job of pulling the community together and we would not have been able to do it without them.  This year’s committee members were: LIST NAMES OF COMMITTEE AND THEIR HOME TOWNS.





We also appreciate the generosity of this year’s major sponsors –LIST NAMES OF SPONSORS– for their contributions and participation in this year’s Relay For Life. 





Again, thank you for supporting the American Cancer Society, and remember, it’s not too early to become involved in Relay For Life for next year. To find out how, contact your local American Cancer Society at 1-800-ACS-2345.





Sincerely,





INSERT NAME OF CHAIR PERSON


American Cancer Society, Relay For Life Chair


NAME OF COMMUNITY


























SUGGESTED COPY/EMPLOYEE NEWSLETTER





The American Cancer Society’s Relay For Life is coming to a community near you.  Relay For Life is the signature activity of the American Cancer Society, and one of the more unique events anywhere. A community-based, overnight event, Relay For Life honors cancer survivors and remembers those who have lost their battle.  





Relay For Life is also a lot of fun.  Teams of 10-15 people take turns walking and/or running around a track.  Each team sets up a campsite near the track.  When Relay participants are not walking or sleeping, they have an opportunity to enjoy a variety of games and entertainment and learn about the progress being made against cancer.  All proceeds from Relay For Life benefit the American Cancer Society’s programs of research, patient services, prevention, advocacy, and public education.  





How can you fight cancer?  Form a team and get involved in the Relay For Life in your community.  For more information, contact the American Cancer Society at ENTER LOCAL CONTACT PHONE #. 








SUGGESTED COPY/EMPLOYEE E-MAIL


Do you want to help in the fight against cancer?  Then get involved with the American Cancer Society’s Relay For Life.  A unique community-based, overnight event, Relay For Life honors cancer survivors and remembers those who have lost their battle.  Teams of 10-15 people take turns walking and/or running around a track.  Each team sets up a campsite near the track.  When Relay participants are not walking or sleeping, they have an opportunity to enjoy a variety of games and entertainment and learn about the progress being made against cancer.  All proceeds benefit the American Cancer Society’s programs of research, patient services, prevention, advocacy, and public education.  To get involved with Relay For Life, contact ENTER LOCAL CONTACT PHONE #. 












































Tell Us “Why You Relay” . . .


Relay For Life teams are full of inspirational stories.  We want to give the media unique and interesting story ideas about Relay For Life.  Please submit story ideas from your team’s activities to your Marketing and Communications Manager or your Community Specialist.  The more time we have to plan, the better chance we can have of pitching a great story, so the sooner we have your stories the better off we will be.  Be creative and have fun!  Please include stories about unique fundraising ideas that you are have for your team, stories of cancer survivors, or stories of other volunteers that have done something extraordinary.    


Complete this form if you are interested in sharing your story with us.  We may share it with local media to help us tell the Relay story.





Team Name: ________________________  Contact: ___________________________





Home Phone: _____________ Work Phone: _____________Email:________________





Which Relay Does Your Team Participate In: _________________________________





How many years have you participated in Relay? ______________





In the space below, tell us why you and your team Relay (attachments welcome).


�


















































�











�


HISTORY/PHILOSOPHY OF RELAY FOR LIFE





Relay For Life began in 1985 in Tacoma, Washington through the efforts and vision of Dr. Gordon Klatt, a practicing colorectal surgeon, who ran and walked solo around the track at the University of Puget Sound, raising $27,000 for the fight against cancer. 





Relay For Life is not just a fundraiser--it is a unique activity that offers an opportunity to participate in the fight against cancer, and a community that takes up the fight.





Relay For Life is:


a celebration


a community festival


a family event


an exciting, energizing, fun event


a team builder for corporate and business teams


an opportunity to honor cancer survivors and pay tribute to those who have lost their battle to cancer


a volunteer driven activity





Relay For Life is an overnight, community-based, team event.  Teams are formed from families, churches, organizations, schools, businesses, corporations, public employee groups, health care professionals, and more.





Typically held at school/community stadiums, teams have 10 or more members who each raise $100 and commit to having one member of the team on the track for the duration of the event.  





Relay For Life honors cancer survivors during the first lap--the survivors truly become the celebrities of the event.





Participants typically include the influential community leaders in business, politics, religion, health, and education.  Relay For Life activities bring together a diverse group of people - all spending the night camping out around the common thread of wanting to strike back against cancer.





One of the very special moments in each Relay For Life is the Luminary Ceremony that takes place in the evening.  Hundreds, and in many cases, thousands of luminary bags are placed around the track inscribed with the names of loved ones who have lost their battle to cancer or as a way to honor a cancer survivor.  





Relay For Life truly provides a vehicle that maximizes the participation in the fight against cancer at the grassroots, community level.





No matter who you are, we can help.  1-800-ACS-2345 (24 / 7) and www.cancer.org








# # #





Media Relations Tools 


Glossary of Terms 





Advertising:	Advertising is information placed in the media by an identified sponsor that pays for the time or space. It is a controlled method of placing messages in the media. 





Alerts/Advisories:	Used for fast-breaking stories, particularly when you want to offer expert commentary. Generally prefaced by a phone call, followed by fax or e-mail. 





E-mail: 	Check with reporters’ preference. Keep e-mail contents short, since some systems cannot accept very long messages. Use the subject line like a headline to grab attention. Don’t send attachments.





Fact Sheet:	Short reference sheet designed to supplement publicity materials, such as press releases and articles. Includes research findings, statistics, program, services, etc.   





Letter-to-the-Editor:	A short, concise statement and/or argument addressed to the editor for placement in a designated section for letter and opinions of a newspaper. 





Marketing:	The management function that identifies human needs and wants, offer products and services to satisfy those demands; A coordinated program of research, product design, packaging, pricing, promotion, and distribution that focuses on the exchange with its customers. 





Opinion-Editorial:	Use as a tool to position ACS experts on a specific topic who can 


			provide effective editorial writing. 





Personal Visits:	Introduce ACS experts or spokespersons to reporters, and to establish an ongoing relationship. Best reserved for occasions when you have a specific and well-planned-out agenda, rather than for vague “get acquainted” sessions. 





Photographs:		Provide photos to weeklies post-event or to sell a story that might


otherwise be marginal. Can offer .jpg format photos online.





Pitch Letters:	Most effective with trend stories or less time-sensitive feature ideas. Keep to one-page addressed to a specific individual, whose interests and coverage areas you’ve researched. 





Public Relations:	The management function that establishes and maintains mutually beneficial relationships between an organization and the publics on whom its success or failure depends.





Publicity:	Information from an outside source that is used by the media because the information has news value. It is an uncontrolled method of placing messages in the media because the source does not pay the media for placement.





Press Conferences:	Used to make a major announcement; or when one or more individuals from ACS need to be available for face-to-face interviews with a large number of media (three or more). Frequently, overused by groups seeking attention, a press conference can be disappointing if only two reporters attend. Use sparingly.





Press Releases: 	Written to communicate new information, research findings or to promote an issue, event, campaign, etc. Keep short (2 pages) and target mailings. Effective in reaching small weekly and daily newspapers that do not have the staff to generate their own copy.  





Phone Calls:	Best for breaking news or pitches with a tight deadline (e.g. event is happening tomorrow). Be prepared to leave a 30-second voicemail pitch. 





Public Service Announcement:	Written scripts in length of 15, 20, 30, 45 seconds


to promote a program, service, or event. aired/Placed at no-charge. 





Tip sheets:	Well-received by broadcast media. Good for conveying short, snappy story ideas in quantity. Can be general or subject-specific (e.g. health).











Sources:	University of Michigan


		Public Relations Society of America
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Submit to : Todd Sullivan�American Cancer Society�Why We Relay


8219 Town Center Drive – Baltimore, MD  21236


Fax: 410-931-6875 \ email: todd.sullivan@cancer.org











