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Press conference task list

ADVANCE 

1. Figure out message, location and speakers.  Make sure the 

location reflects the conflict/frame of the message and that the speakers to the extent possible are sympathetic characters who embody the message.  

2. Press advisory (2-3 days before)

3. Press calls (if possible 2 rounds – one when advisory goes out 

and another round of day of reminder calls)

4. Press release (distributed at event and then faxed/emailed later)

5.  Press packet (folders, with release, additional background info, 

list of speakers with names and titles, ideally speaker's statements)

6.  Images/visuals for site

DAY OF ROLES/TASKS

1.  Site coordinator - set up the shot, sound, podium, mike stand for 

media/audio juncture box

2.  Liaison to deal with police/security/building managers etc 

3.  Speaker prep – final check in to make sure everyone is on 

message, brief speakers on new spin, order, logistics,  etc. 

4.  Press greeters/sign-in

5. Moderator – frames press conference/core message, introduces 

speakers, facilitates Q+A.

6. Follow up release/calls

7.  Ongoing - media line staffing, interview scheduling
[image: image2.jpg]san francisco skokomish nation chicago burlington

2940 16th St., Suite 216, San Francisco, CA 94103 Tel. 415.255.9133 patrick@smartmeme.com





[image: image1.jpg][image: image2.jpg]