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Christmas Conference Media Relations Liaison

Planning Timeline

(edited 6-05)

September 

1. Consult CampusPRHelp.com for sample press releases and On-line Newsroom

2. Work with web designer to create or download and modify on-line newsroom 

3. Get initial quotes from Conference or Program Director for press releases

4. Create Early Advance Press Release & post in newsroom.  Post Preliminary schedule in newsroom.

October

1. Contact National Communications/Media Relations Team for help in developing Media Contact List.  Email Tony.Arnold@uscm.org.
2. Send Early Release to key individuals in host city directly or through Conference Director, CCC Event Planner, Outreach Coordinator, etc.  Key individuals to receive copies: Hotel General & Sales Manager, Conference & Visitor’s Bureau (CVB) President & Sales Manager, pastors and directors of any churches or organizations partnering on the Day of Outreach.

3. Send Early Release to Mayor and Governor with request for a Welcome Letter from each to the conferees.  CVB may be able to help.

November












1. Check CampusPRHelp.com for updated CCC Backgrounders and other materials.

2. Collect photos & biographical sketches of speakers & special guests & post in newsroom.  Re-write Biographical Profiles if needed.

3. Re-write advance press release

4. Plan additional releases to use during the conference & prepare sample press kit

Late November/ Early December

1. Create & Double check Media Contact Lists: Choose which media outlets to use and verify phone & FAX numbers & email addresses. Update names of contacts (assignment editors, producers & editors, etc)

2. Get updated attendance estimate from Conference Director & Registrar

3. Get updated conference schedule/minute-by-minute from Conference & Program Directors.  Post Revised Schedule in Newsroom.

4. Create final draft of Advance Press Release to actively distribute. Replace original (early) Advance Release with new one in on-line Newsroom.

5. Follow-up phone call to each one to insure they received PR

6. Write first draft for Student Home Town and Campus Newspaper Press Release for students to be able to use after the conference

7. Locate company that provides video taping services of news programs in your area & get price list

Mid December

1. Fax or email Advance Release to media by December 15

2. Get final conference schedule & Minute-by-minute from Conference & Program Directors

3. Prepare press kit covers & layout

4. Get copy of program as soon as its available

5. Create final press kit with enough copies for each media outlet times 3 or 4

6. Re-write Advance release to use as Day of Arrival Release

7. Write first draft for Day of Outreach Release

8. Write first draft for additional release for 4-5 night conferences

9. Write first daft for New Years Eve Release

10. Follow through as needed with media outlets

11. Buy video tapes to use in taping news coverage

12. Make arrangements for taping TV news coverage

Day Before and Day Students Arrive

1. Edit as needed Day of Arrival Press Release and fax or email media on Arrival morning

2. Call media to insure receipt of Arrival Release and ask coverage plans

3. Get updated Minute-by-minute & schedule changes from Conference & Program Directors.

4. Update Newsroom as needed.  Add Arrival Release.  Replace Schedule if changed.

5. Get selection of students (names, staff contacts, and room numbers) who can be interviewed for TV or newspaper.  Look out for any “news worthy” stories to use in extra release or pitch.

6. Make sure info booth, office, etc know how to get you if any reporters/film crews show up

7. Schedule TV/VCR’s & volunteers (local or in hotel) to tape potential news shows

During conference

1. Get updated Minute-by-minute & schedule daily

2. Update On-line Newsroom daily with Photos, new releases, etc

3. Insure TV taping occurs. Get newspaper articles.

4. Make TV news clip tape available to Program or Main Meeting Director to be shown to conference

5. Know where to get good subjects (students, speakers, etc) for interviews on a moment’s notice

6. Morning before Day of Outreach, finalize, fax or email Outreach Press Release & phone media contacts

7. Be ready for Day of Outreach coverage/student interviews, select teams to be followed, etc

8. Notify National Communications/Media Relations Team of any media coverage (Email web links, etc, to Tony.Arnold@uscm.org )

(continued)

9. Finalize, fax or email New Years Eve Party or last night release

10. Finalize & circulate Student or Staff Home Town or Campus Newspaper Press Releases to staff & students (Post on-line with MP3 downloads or in newsroom for students & staff.)

Post conference 

1. Send thank you’s (where appropriate) to local media

2. Create & send Conference Summary news article / press release & news video highlights tape/DVD  

3. Order news clips from V.T.S. or other service to create news video highlights tapes

4. Take & distribute orders from staff & students of news videos

5. Please send original hard copy of all newspaper articles/photos and TV news highlights VHS tape or DVD to the National Communications/Media Relations Team.  Email Tony.Arnold@uscm.org for mailing/shipping address
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