
Coordinating Media Property Tours
At some point in time, you will conduct property tours for members of the media.  Below are some of the tasks to keep in mind when planning such an event:
· Host the tour at a time when the maximum amount of visuals are available – probably 1-2 weeks prior to the ribbon-cutting.  This would be considered a “hard-hat tour.”  You want each guest to get a good glimpse at everything the hotel will offer.  Or, you can host the tour once the hotel is open. 
· Set the date, time, budget for the event.  Ideally, you want 6-8 weeks to plan the event.

· Compile the guest list.  Ideally, you want to pinpoint the media who are not necessarily slated to attend the ribbon-cutting event (but some overlap is fine).  Some ideas for possible guests include the following:
· Travel reporters/editors at regional daily newspapers (the reporters/editors from the local daily should come to your ribbon-cutting)

· General editors at weekly newspapers, including hotel/travel industry reporters at business journals

· General magazine editors unless there is a specific business and/or travel/hospitality section editor

· TV news anchors, station directors, producers

· Radio station general managers, promotions directors, major DJs

Note:  Based on the number of people on your invite list, you may want to host a few tours so the groups aren’t so large.

· Distribute invitations (either printed or hand-signed letters on property letterhead).  If doing printed, you will need to allot for extra planning time.  Send out invitations at least 4 weeks in advance of your set date.  Set up an RSVP line.  
· Plot out how you envision the entire event unfolding and develop an agenda.  Some ideas include the following:

· Set up an arrival area where guests can check-in, receive an information packet, mingle and enjoy light refreshments.

· Have brief welcome from hotel general manager or developer/owner (if the tour is being held in advance of the GM being on board)
· Tour all of the locales within the property you want guests to see.  Pick things that they can touch, feel and experience, in addition to viewing.  Some ideas include:
· Guest room and/or suite (or renovated room/suite)

· Restaurant/bar (if applicable) – with food tastings

· Pool (if applicable)

· Spa/Fitness Facility (if applicable)

· Meeting/banquet space (if applicable)

· Host a catered lunch following the tour
· Bestow a parting gift upon all guests 

· Coordinate any event logistics necessary to host the event (i.e. securing catering, ordering premium item gifts, etc.).  Confirm all details with vendors at least a few days prior to the event. 
· Make sure all of those involved in hosting the tour are well-versed in brand-specific talking points about the property.  
· Following the event, consider drafting a thank-you letter to all guests in attendance.  It might make for a nice touch.
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