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Any written communication from the local or district level is a reflection of TRTA as an entire organization.  In order 
to effort to promote consistency and minimize controversy, the following guidelines are to be used when preparing 
printed materials on behalf of TRTA, the district or the local unit. 

1.	 All public relations efforts must reflect:
A.	 TRTA Policies 

The Public Relations Committee shall coordinate the Children’s Book Project.  The Committee shall develop 
methods of promoting the goals, objectives, and ideals of TRTA to other education groups and to the general 
public.

B.	 TRTA Mission Statement
“The Texas Retired Teachers Association advocates improved benefits for all education retirees and promotes 
the well–being of its members.”

2.	 Avoid topics such as: 
A.	 Political opinions or endorsements
B.	 Religious points of view
C.	 Any topic, wording or references that might be interpreted as discriminatory or inflammatory

3.	 When preparing written materials (such as directories and newsletters):
A.	 Consistently use the TRTA logo and letterhead.  Add district or local information such as the district or local 

officer(s) and/or the local website, to clearly communicate the originator of the material. 
B.	 Consistently use the tagline, (“TRTA: The Voice for Retired Educators”) for all communication.  On letters, the 

tagline can be centered at the bottom of the page.
C.	 Clearly identify the level of TRTA that is producing the document: state, district or local unit.

4.	 When color is used, use the association colors (red, blue and white) as the predominant colors.

5.	 For letters and written correspondence, follow these suggestions when feasible:
A.	 Font should be clear, uncluttered and easy to read (no smaller than 10 pt).  Suggestions include Arial, Arial 

Narrow, Book Antigua and Times New Roman.
B.	 Business letters should be block justified, single spaced (see figure A on the following page) and professional in 

appearance.

6.	 Reflect the diversity of the membership in public relations communications.
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January 1, 2010

Mr. John Doe
Title
Address
City, State  Zip Code

Dear John:

Insert Text Here

Insert Text Here

Sincerely,

Jane Doe
Title

Enc.

Cc.

Text
Area

Figure A:  Template for Correspondence, the stationary style

Text Area
Font:  Arial, Arial Narrow, Book Antiqua and Times New Roman
Font size:  no smaller than 10pt.
Letter Style:  Block
Justified and Single spaced
Left/right margin:  no less than 1/2"
Bottom margin:  no less than 1/2"
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Texas Retired Teachers Association
Local Unit Address 
Phone Number of Contact
Email of Contact

FOR IMMEDIATE RELEASE 
Month/Date/Year

Contact: 2nd Vice President’s Name 
(Area Code) Phone Number 

TEXAS RETIRED TEACHERS GIVE THE GIFT OF READING 
Book Project Enters 11th Year of Helping Children in Need 

(CITY) – More than (number) (name of county or area) children will receive free books this year, 
thanks to local retired public school employees.  The Texas Retired Teachers Association (TRTA) 
today announced the launch of this year’s Children’s Book Project, a statewide effort to place 
books into the hands of children who might not otherwise have their own.   

“This is a fun undertaking, and as lifelong educators, we love encouraging children to read,” said 
(name), president of the local TRTA unit.  “Reading fosters knowledge and opens up the 
imagination.  Every child should have books to call his or her own.” 

The TRTA has sponsored the book drive every year since 1998, soliciting book donations from its 
own members, community partners and even children themselves through a special student-to-
student initiative.  To date, the drive has delivered more than (number) texts to Texas youth.  

About the TRTA: The Texas Retired Teachers Association is the nation’s largest organization of 
retired public school employees.  It advocates improved benefits for current and retired education 
system workers and seeks to advance the well-being of its members through community 
involvement and legislative advocacy efforts.  The association is always accepting new members; 
for more information on the TRTA, its membership opportunities and projects in the community, 
visit www.trta.org online or call  
1-800-880-1650.

#  #  # 

Note to media: Photo opportunities are available with TRTA members and local students. Call 
(name) at (phone number) to make arrangements. 

TRTA: The Voice for Retired Educators
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Figure A:  Template for Correspondence


