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Zonta Event Media-Specific Planning Checklist
3-4 Months Ahead of Event

· Develop draft program

· Develop publicity pieces -- e.g., newsletter articles and/or ads, radio spots, print blog posts articles for submission to other publications and/or ads, etc.
· Request logos from corporate sponsors for online and printed materials

· Develop media list & prepare News Release, Media Advisory, Backgrounder and all media kit materials (e.g., speaker info, photos, etc.)

· Create event page on your website  Create a Facebook event page

· Enable/create email event notifications
· Develop a promo video and post on YouTube and your Facebook page

· Register your event on a variety of online event calendars

· Create some buzz on your blog or member forums

· Determine Media VIPs and create invitation & tracking document spreadsheet)
2 months prior to event

· Release press announcements about keynote speakers, celebrities, VIPs attending, honourees, etc.

· Post your initial event news release on your website and circulate to all partners, affiliated organizations, etc.

1 week ahead
· Determine photo op and interview opportunities with any presenters, VIPs etc. and confirm details with interviewee and media
· Choose hashtags for social media
1 day ahead

· Confirm media attending

· Ensure registration and media tables are prepared and stocked with necessary items (e.g., blank name badges, paper, pens, tape, stapler, etc.)

Event day

· Ensure you have copies of all media contacts with you
· Livestream or live post on social media. 
Immediately following event

· Call the Media- attendees and non attendees.  Offer follow up quotes, interviews or photos.
· Amplify any coverage on Social Media
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