Organizing Press Events
When professionally conducted, a press event or press conference is your hotel's opportunity to enhance its public image.  Press events should only be held to announce newsworthy events, or for topics that affect a majority of the public and cannot be effectively communicated solely through a news release.

The chances of garnering editorial coverage are greater if you create an event that provides visual opportunities – for both print photographers and TV reporters.  Think of the press event as a theatrical production. You need a stage, a script, a cast, a director, a program, props, at least one rehearsal and a final curtain! 

· Plan Your Production – Brainstorm your press event idea.  Refer to Best Practices/Event Ideas for inspiration.  Determine date and time of your event.  Opt for mid-morning or early afternoon press events that take place on Tuesday or Wednesday to avoid conflict with deadlines and newscasts.  Also, determine your budget and other logistics needed.  

· Stage – The stage (or the place to host your press event) determines your level of credibility.  Avoid locations that are extremely noisy or visually unappealing.  Plan for adequate space, lighting, staging, electrical needs, telephones, accessibility and acoustics. Consider logistical details like permits, parking, etc.

· Props – The props are the types of equipment and materials you need to pull off a successful press event.  This includes, but is not limited to, the following:  audio/visual, lighting, power, staging, backdrops, decorations, logos, seating, supplies, catering, invitations, etc.  Outline all of your needs and begin coordinating.  Visit a sample event checklist to make sure you are handling everything that is necessary.  Other documents that might be helpful include:  Best Practices/Event Marketing Materials, Best Practices/Event Branded Premium Items, Best Practices/Event Catering Suggestions.
· Director – The director is the person in charge of organizing the entire press event.  This person will handle such tasks as coordinating media relations, securing logistical details, drafting the agenda and speakers notes, preparing the room on the day of the event, managing the entire event, etc.  Note that some of these tasks can be shared between people, but there should always be one overall person in charge ensuring that all details are being tended to.
· Script – You need two types of scripts.  
· First, you need an agenda that outlines the times when everything will happen during your event (i.e. 10:30 a.m. – GM takes stage and welcomes crowd; 10:33 a.m. – GM introduces new chef; etc.).  Ideally, your entire press event should last no more than 20 minutes, leaving an additional 15 minutes for Q&A.

· Second, you need speakers notes.  While your agenda will give a broad overview of what will be covered during your event, the speakers notes will actually contain bulleted points that each designated speaker should stress during his/her turn at the microphone.  Refer to Developing Speakers Notes for more tips.  Keep all speakers notes brief and distribute them to speakers at least 5 days in advance of the event.

· Cast – The cast are the key personnel who will be speaking during your press event.  Try to limit the number of speakers to a maximum of three people.  If appropriate, have a local dignitary on hand to participate in making the announcement.  Make sure to line these speakers up as soon as you know the date of your event to ensure their attendance and participation.
· Program – The program is the press kit.  It should contain all relevant documents that are going to be unveiled during the press conference, along with background information on each speaker.  Refer to the “press kit” section in PR Basics for more information.
· Promote the Show – Send out media alerts to local media outlets between 2-5 days in advance of the event.  Some media outlets need a bit longer lead time due to smaller staffs.  Consult your timeline on when each outlet should receive the alert.  Make sure the alert “teases” the event without giving away the news you are going to announce.  Refer to a sample media alert here.
· Dress Rehearsal – Either 1-2 days before the event, host a dress rehearsal with your speakers.  Anticipate any unexpected scenarios and brainstorm solutions.  

· Opening Night – Opening night is the day of the event.
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