
PROJECT PROMOTIONS GUIDE 
This guide can help the Service Com m it tee develop m essages, recruit  volunteers, and get  the word 

out  about  your TOGETHERHOOD™ service project .  

PROMOTIONS CHECKLIST 
This checklist  provides rem inders and assigns responsibilit ies for essent ial tasks. 

X TASK TO COMPLETE WHO DUE BY 

Define the project  clearly (use this tool! )  

Com m unicate project  details to all staff and service com m it tee 

m em bers 

Com m unicate project  details, how to register and learn m ore, and 

contact  inform at ion for project  leaders to front  desk staff 

Give sam ple scr ipt  to program  staff and class inst ructors for in-class 

announcem ents 

Place signs and flyers in key at tent ion zones such as lobby, bathroom  

stalls, locker room s, pool bullet in boards.  

Post  event  info on website and through social m edia channels 

Share post -event  results and stor ies ( in lobby, website, social m edia)  

PROMOTIONS PLAN 
This plan helps to organize m essages and ways to recruit  volunteers and prom ote your TOGETHERHOOD 

service project .  

PROJECT NAME 

PROJECT DATE 

DATE TO BEGIN 

PROMOTIONS  

ONE MONTH PRIOR TO EVENT 
RECRUITMENT GOALS 

NUMBER OF VOLUNTEERS 

AGE GROUP/FAMILIES

TACTICS & SCHEDULE 

(MAY INCLUDE PRINT, POSTING 

LOCATIONS, EMAIL, MAIL, 

WEBSITES, SOCIAL MEDIA, DURING 

CLASSES) 

SOCIAL MEDIA

POST-EVENT  

(MEMBER NEWSLETTER, ETC.) 
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KEY MESSAGES  
These m essages should be used in the tact ics listed about  and with anyone prom ot ing (both word-of-m outh 

and in writ ing)  and answer ing quest ions about  the event . Don’t  worry about  exact  wording as long as the 

m essage is consistent .  

PROJECT DESCRIPTION 

RECRUITMENT MESSAGE 

WHO WE’RE LOOKING FOR 

WHAT WE’LL BE DOING 

LOGISTICS 

TIME, DATE, LOCATION 

BENEFITS 

TO PROJECT PARTICIPANTS 

TO RECIPIENTS 

TO COMMUNITY AT LARGE 
TOGETHERHOOD 

CONNECTION 

REMINDERS FOR 

UPCOMING PROJECTS 

SAMPLE KEY MESSAGES 

These m essages are exam ples that  can help the Service Com m it tee craft  m essages that  best  describe their 

projects. 

• Project  descript ion: Clean I t  Up!  is a service project  organized by Y m em bers to im prove our

com m unity by cleaning up and beaut ifying Jones Park.

• Recruitm ent  m essage: Clean I t  Up!  is looking for volunteers to spend a fun and rewarding day at

the park raking leaves, collect ing t rash, and gardening.

• Logist ics: Clean I t  Up!  will happen on two days:  Saturday, Oct .  1, and Saturday, Oct . 7,  from  9 a.m .

– noon. We ask that  volunteers com mit  to at  least  three hours on one or both of the days. No special

skills are required. Tools and supplies will be provided.

• Target  audience and benefit : People of all ages are welcom e to lend a hand and work together to

help im prove our neighborhood. You’ll enjoy m eet ing new people and discover how personally

rewarding it  is to do som ething good for our com m unity.

• Need and benefit : Jones Park has long been in disrepair and has becom e an unsafe and unappealing

place for our com m unity to use and enjoy. Clean I t  Up!  gives us the opportunity to im prove a m uch-

needed outdoor space for the benefit  of everyone in the com m unity.

• Connect ion to TOGETHERHOOD: Clean I t  Up!  is a project  of the Y’s TOGETHERHOOD™ social

responsibilit y init iat ive. TOGETHERHOOD gives Y m em bers the chance to give back to their com m unity

in fun, m eaningful and convenient  ways.

• Rem inder of ongoing projects: Look for other Togetherhood service projects that  you can get

involved with throughout  the year.
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SAMPLE SCRIPTS FOR Y STAFF 

These scripts are exam ples of m essages that  the Service Com m it tee can give to Y Staff to share with others. 

• NEW  MEMBER TOURS: “We have several ways for you to get  connected with other m em bers and in

the com m unity. Our m em bers run a program  called TOGETHERHOOD which consists of service

projects throughout  the year. Last  m onth we had a food drive where we m ade 300 m eals for our

neighbors who face hunger. The next  project  is a park clean-up day on the 13 th at  11am . There’s m ore

inform at ion on this lobby display board and on our website. I t ’s a fun and rewarding way to spend

t im e with fam ily and m ake new fr iends while doing good in your neighborhood.”

• DURI NG GROUP EXERCI SE CLASSES: I  wanted to share that  other m em bers of our Y are running a

program  called TOGETHERHOOD. As part  of that  program , they’re organizing a service project  to clean

up Jones Park on the 13 th at  11am . We’re looking for m ore volunteers to help out . I t ’s a fun and

rewarding way to m eet  new people and do good in our com m unity. You can sign up in the lobby. Hope

to see you there!

TIPS 
Here are general t ips that  will help the Service Comm it tee effect ively prom ote your TOGETHERHOOD projects.

WORKING WITH THE MEDIA 

• I dent ify a Spokesperson: I deally, this is the Service Com m it tee Chair or CEO/ Branch Execut ive.

• Hum anize the story: Ask a few people to be ready to share their experience with the project .

• Consider deadlines: These vary am ong m edia out lets. Here’s a general guide:

o Daily newspapers – 2-3 weeks in advance for features, 1-2 days for news

o Weekly newspapers:  3-4 weeks ahead for features, 1-2 weeks for news, week after for follow-

up (with capt ions)  of the event

o Monthly m agazines:  3-4 m onths for features, 1 m onth for calendar list ings

o Radio/ television talk shows and m orning/ noon news:  one m onth pr ior. Ask the stat ion for lead

t im es of bookings.

o Radio/ television news broadcasts:  7-10 days before you want  the story to air ;  be sure to

follow up.

CREATE MARKETING MATERIALS 

Custom izable templates to create a banner, brochure, or flyer and artwork support ing TOGETHERHOOD are 

available on the Brand Resource Center accessible from  YExchange. Go to Market ing Materials >  Tem plates >  

Program  and Special Event  Cam paigns >  Togetherhood >  Downloadable |  Build A Tem plate.  

CHOOSING IMAGES 

• Use im ages of people engaged in a service act ivit y, which are m ore m em orable than a neut ral group

of sm iling people.

• Choose im ages with backgrounds that  show the context  for the service project . Though the preferred

Y brand style for im ages is silhouet ted against  a white background, this style is not  recom m ended for

TOGETHERHOOD.

• Try to reflect  various dim ensions of diversit y in your com m unity.

WRITING TEXT 

• Lead with the desired im pact  that  the project  will have on the com m unity.
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• Use benefit  statem ents where appropriate. Benefit  statem ents should lead with why  we do what  we do

rather than the nam e of program s and services. Note that  popular slogans and taglines from

entertainm ent  sources should never be used. Refer t o the Benefit  Statem ent  Technical Supplem ent  in

the Voice and Messaging sect ion of the Brand Resource Center for any quest ions.

• Describe your project  as a “service project ”  rather than a “volunteer project ”  to dist inguish it  from

other types of volunteer opportunit ies at  your Y and highlight  that  it ’s giving back to the com m unity.

• Connect  the service project  to the TOGETHERHOOD program  as a rem inder that  the project  is part  of

ongoing social responsibility work at  the Y.

• I nclude project  details ( i.e. project  descript ion, purpose, when, where)  in every com m unicat ion to

m ake sure everyone knows how to get  involved.

PLACING PROMOTIONAL ITEMS 

• Choose high- t raffic areas such as the lobby, front  desk, and locker room s.

• Consider where large items are placed. Even the largest  banners can be dwarfed in large, open

environm ents.

BRANDING AND PERMISSIONS 

• Brand guidelines should be followed.

• As photos and videos are taken during service projects, collect  photo/ video release form s from  each

part icipant .

• Just  as we’re careful with t he elem ents of our own brand, extend that  care when com m unicat ing about

partners. Ask for details about  proper use of their  logos (som e organizat ions have m ult iple) , spelling

and form at t ing of their  nam e, or use of a t radem ark sym bol. The custom izable TOGETHERHOOD flyer

in the Brand Resource Center has upload opt ions for the logos of two partners or sponsors.

HOW-TO-PROMOTE DECISION TREE

Does the 

volunteer role 

require specific 

skills? 

YES 

NO 

Promote importance of everyone doing their part  and 

shar ing the benefits of working together to do good. 

Personally invite individuals to share their part icular 

skills or  to play a specific role to contr ibute what  they 

have to share in order to benefit  the greater good. 

Will the project 

occur once or be 

ongoing? 

ONCE 

ONGOI NG 

Promote event  as any other program or one- t ime event , 

using flyers, social media, website, etc. 

Consider promot ing more like a campaign or compet it ion 

to dr ive greater part icipat ion and achieve the goal. 

Does the project  

need a few or 

many volunteers? 

FEW 

MANY 

I nvite volunteers personally to recognize their  specific 

skills and/ or inclinat ion to serve. 

Promote via regular channels and hand out  ‘t rading card’ 

invites to members at  the front  desk, in classes, in 

meet ings and throughout  the community. 
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http://6b73c1981cbfc5df9840-995bb1ec94e14bbd8f89f23fee4d0b6a.r66.cf2.rackcdn.com/YMCA/craft_a_message/Benefit_Statement_Guide_LocalY_FINAL.pdf

