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1. Purpose: The Public Relations Committee will design and create public information to raise awareness of the Foundation within surrounding communities and beyond through the Foundation’s web site and publicity media.  The Public Relations Committee will assist other committees with publicity of their activities.  The Committee will have a sufficient number of meetings per year to fulfill committee responsibilities and will report to the Board.
2. Scope:  All Bridgman District Schools
3. Prerequisites: Marketing/PR experience, web, social media, writing, graphic skills
4. Responsibilities/Procedures: 
a. Provide PR committee reports for each board meeting
b. Provide files and/or graphics to board members, news outlets, vendors as needed
c. Schedule and chair committee meetings 
d. Provide graphic files required for events, promotions, fund-raisers etc.
e. Update and maintain the Bridgman Foundation Web site (www.bridgmanfoundation.org) and obtain and replace any updated files as needed. Note: See the Trustee page for general WIX, email and domain information. NOTE: the BFEE Secretary has required password information
f. Obtain bios and photos of new board members for Web site
g. Yearly obtain Form 990EZ and Financial Audit for Web site
h. Add new grants text and photos as provided by Projects chair
i. Develop and maintain a centralized database of all contacts for sponsors.  All new forms may include opt-in statement for monthly newsletter and upcoming events. Recruit PR Committee members
j. Keep forms updated including but not limited to brochures, donation envelopes, registration forms, etc.
k. Maintain and safely backup/archive all related files and records in secure place and name person/contact information who has access to files and records
l. Draft and distribute press releases and media pitches as relevant. Update the website with press releases and links to media articles.
m. Create template for new email newsletter and distribute monthly or every other month. 
n. Promote major donor stewardship through website, press releases, newsletters and social media posts. 
o. Establish bi-weekly social media posts. 
p. Launch appeal campaign through direct mail, social media and email campaigns.
5. References:  The Bridgman Foundation Bylaws
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