HOW TO HOLD A PRESS CONFERENCE

The effectiveness of your press conference is measured by its ability to communicate the message to its intended audience.

· Establish a list of local media, taking note of ‘beat’ reporters.

· Contact beat reporters/editors to introduce yourself and establish a point of contact for information.

· Decide, and Focus on a Message. Why are you holding the conference?  

· Write/distribute Press Release a least a couple of weeks in advance of event (although you will find that a lot of news organizations assign reporters stories the day of or day prior to an event). 

· Talk to Editors. Call and talk to editorial staff at area newspapers, arrange a meeting to discuss your issue with the goal of trying to get them to commit to writing an editorial on the subject. Raise awareness of your cause in advance of any press conference/interview to increase the likelihood of good media coverage. This gives you a chance to come face to face with reporters and editorial staff and begin building a network of media contacts.

· Letter to the Editor. Have at least one person close to the organization write an opinion letter about the topic to the local newspapers to generate interest in the topic prior to the press conference.

· Remind Them. Call reporters the day before the event as a reminder, and ask them if they will be on time or if another story may run over. Try to limit the number of calls you make to those that are absolutely necessary.

· Special Accommodations? Ask reporters who will attend if there are any special accommodations that need to be made - lighting, outlets, etc. You want to accommodate reporters to get the best coverage possible.

· Send Invitations. Make phone calls and send written and/or faxed invitations to people you would like to have at the press conference such as environmental experts, community leaders, parents of school aged children, and other interest groups. One group may include people you would like to see interviewed on the subject.

Do Something Newsworthy
· Present information as something that merits being passed on to readers, listeners, and viewers. 

· Offer a hard-to-get interview.

· Offer reporters the promise of availability of eye catching video/pictures.

· Provide good audio for radio news.  

Time
· Reporters Have Deadlines. Take into account reporters’ deadlines/work schedules when arranging an event or interview to get more coverage.

· Start Conference Promptly, Limit Speakers. Start the conference within 10 minutes of scheduled time as a courtesy to guests who arrived on time, limit speakers to no more than 10 minutes each, emphasizing the need to stay brief and focused.

Date
· Check with local publications and other event calendars to ensure you are not competing for coverage with someone else.

· Pick a Slow News Day. Traditionally, ‘slow’ news days are Thursday and Sunday.

Place
· Choose an Appropriate Place, Proper Facilities. Find a place that is convenient and has proper facilities for the event.

· When possible, choose a location that is directly related to the topic – an “on-the-scene” location. In this case, it may be a home that will be tested for radon specifically for the media with experts on site to perform a walk-thru of the home and point-out possible areas of concern.

· Be Able to Accommodate Your Crowd. Make sure that event site is large enough to accommodate everyone expected.

· Technical Assistance. Have assistance for reporters available on site such as telephones, ability to plug into main audio, etc.

· Proper Lighting. Choose a site whenever possible with proper lighting for photography and video cameras. 

· Quiet Interview Area. If the press conference facility is noisy, be sure to have a quiet place set up for interviews.

· Have additional persons available for interviews.  Choose only people who possess knowledge of the subject matter and the ability to keep a focused message, speak to them about the possibility of an interview beforehand. 

Day of the Event
· Arrive early to attend to any last-minute matters.  Request that speakers arrive at least 30 minutes prior to the event in order to familiarize themselves with the facilities and equipment.

· Assign someone the role of “greeter.” The greeter should meet guests as they arrive, directing them to a sign-in area or conference areas and answer any questions the guests may have.

Moderate
· Don’t be afraid to step-in and prevent event from dragging on too long.

· Keep the Event Focused. Intervene when necessary to redirect questions or keep questions on subject.

Be Media Friendly and Focused
· Have background information and additional interviews prepared. 

· Use Visual Aids. Using pictures, charts or other props to help get your message across makes the story more interesting, especially to television viewers.

· Offer Good Sound/Video (i.e. have children open up the press conference with a song or skit which make for good sound and video).

· Produce a video news release which can include: zone map, charts, graphs, statistics, photos of the kit, someone conducting testing, someone conducting remediation, lung cancer photos, illustration of lung particles, etc.

· Answer Questions within 15-30 Seconds.  Short, to the point answers are ideal for reporters. 

· Use easily understood, but powerful, quotable lines when talking to reporters.

· Prepare Speakers. Prepare your speakers for prime time by practicing with a video camera and microphone or tape recorder so that they are comfortable during interviews, if inexperienced.

· Remember that you don’t have to answer every question. Stay to the point. Steer the reporter away from uncomfortable topics by saying things such as “that’s an interesting point, but we are here today to discuss(”

· Keep to the Facts. Don’t say anything that isn’t factual without prefacing the statement with “I/we believe” or “in my opinion.”

· Stick to One Topic. Don’t bring up a topic you are not prepared to go into detail.

· Allot time for questions and answers.

· Be Prepared for the Worst. Think about what could go wrong and try to be as prepared as possible to deal with potential glitches. 
Follow Up
· Thank the media for coming and for speaking about this important message to the public.

· Provide contact name, phone number, e-mail address of a point of contact who will be available to the media for any additional last minute questions or background information they may need.

· Take Pictures. Take digital photos, prepare appropriate captions and e-mail them to print reporters who were not able to make it to the event. 

