Builders Club Week Media Release Template

Instructions: How to submit a Media Release to Local Media

1. Visit the media outlet’s website and look for submission guidelines
Here are examples of what might be required. If you send the information incorrectly, no one will review your media release. 
· A general newsroom email 
· Contacting a specific reporter 
· Submitting information through an online submission form
2. Identify correct contacts 
Local newsrooms often have editors and reporters for different areas of interest. Staff emails should be listed on their website. Here’s an example of areas of interest you may find. 

· 
2
· Community News 
· Education
· Youth programs 
· Nonprofits 
· Events 

3. Customize the media release template (on the next page). Fill in the highlighted information and add or delete text, as desired. 
4. Prepare and send your email
· Create a clear, news-worthy subject line to help your release stand out. Examples:  
· Local Builders Club is Launching a Donation Drive to Support Fire Victims
· Youth Club Hosts a Citywide Cleanup Event
· Include the following in the body of the email
· The club’s contact information at the beginning of the email. If the reporter can’t reach someone for comment, they may not publish the story. Include the name of your school/organization and the faculty advisor’s name, email address and phone number.      
· Attach a PDF of the media release template and send the email. The best time to send information to a media outlet is three to five days before the event and in the morning hours between 8 a.m. and 10 a.m. 
5. Follow-up with the media outlet
If no one has contacted you within 24 to 48 hours, send a short, polite follow-up email. For example: Hello. I’m [Advisor name] from [School/Organization Name] checking in to see if you have any questions about the Builders Club Week Celebration coming up next week.






FOR IMMEDIATE RELEASE
The Builders Club service leadership program of [Name of Middle School/Organization] launches Builders Club Week, a weeklong celebration to build awareness about the positive impact middle school students are making in their school and [City] through the club. Builders Club Week will happen February [Date] through [Date]. 

During this special week, the Builders Club of [Name of Middle School/Organization Name] is conducting the following activities to celebrate. [Provide a brief description of how the club plans to observe the week.] Students, parents, educators, and community members are encouraged to learn about and support the Builders Club program by volunteering, donating supplies, or spreading the word about Builders Club to interested students. Learn more about Builders Club Week at: https://www.buildersclub.org/builders-club-week/. For more information about how to support the [Name of Middle School/Organization Name]  Builders Club, or how to get involved, contact [Advisor name] at [Advisor Email/Phone].

Builders Club is a student-led club that brings together students typically ages 12–14, to participate in service projects focused on kindness, food insecurity, the environment, the elderly, and many other causes. Participants learn about leadership, teamwork, issues in the community, and how to plan service projects with adult mentors and community partners. 

According to a 2024 end-of-year member survey, the top things Builders Club members learned were understanding the real needs of their community and world and how to plan service projects. The top skills members gained were collaboration, communication, and problem solving.

There are over 1,000 Builders Clubs worldwide. A program of Kiwanis International, a global organization of volunteers dedicated to improving the world, one child and one community at a time. Joining Builders Club means belonging to the Kiwanis family that engages nearly 450,000 youth and adults globally from primary/elementary school through adulthood in service. Together the Kiwanis family of clubs devote more than 7 million hours to service each year and, since 2021, have raised almost US$1.3 billion. Visit Kiwanis.org to learn more about the Kiwanis family of clubs.

