EVENT PREPARATION

1. Speakers
· Number of speakers is dependent on what type of media event is being held;
· Sympathetic characters who embody the message
· Contacting Speakers

· Speakers liaison

· Confirming speakers/Requesting bios & their respective organization’s info/informing speakers of event details
2. Moderator
· Well versed on each of the subjects being brought to the table

· Frames core message 
· Introduces speakers
· Facilitates Q & A

3. Location
· Find a location that reflects the conflict/frame of the message
· Site convenient to reporters
· Do you need a permit? Check w/ the local police department

· If outdoors, have a backup location

· Figure out what equipment you will need before hand (podium, megaphone, mics…)
4. Media Advisory
· Sent 3 to 5 working days before event

· Script for f/u calls

· F/u calls after advisory is sent (ideally between 10:00 -12:00pm) with copy of advisory available 
5. Press Packets
· Folder containing Press Release, bios, leaflets of groups speakers belong to, stickers…

6. Site Decoration
· Decide ahead of time what props, banners, pictures… around message and slogan
7. Press Release
· Sent the day before or at the event itself; also faxed/e-mailed after event
8. Sign up sheet
· It should contain organization logo/name
