Tool # 9: Press conference assignment of tasks

Task






Name of individual responsible

Determine conference agenda



 ___________________

Resource person for journalists
   


 ___________________

Moderator/facilitator




 
___________________


Recruit speakers





 ___________________

Select room and requisition equipment

 
___________________

Contact person for media




 ___________________

Write notice of meeting




 ___________________

Write media release





 ___________________

Prepare press kit




 
___________________

Prepare name cards folded in 2 (tent format)

 ___________________

Write speaker’s notes





 ___________________

Prepare Q & A 





___________________

Reminder call to journalists the morning of the conference
___________________

Write moderator’s word of welcome



 ___________________

Organize conference site

 

 
___________________

Prepare a Network logo to serve as a backdrop 

___________________

Greet journalists





 ___________________

Send press kits to absentee journalists


 ___________________

Media clippings





 ___________________

