Here are some tips for holding a news conference:

· Send a news release about one week in advance, if there is time.  If it is breaking news, call media contacts, fax or hand deliver an announcement.  The announcement should describe what the event is about, where and when it is to be held, who the speakers will be, and who the contact person is.

· Keep it brief.  Plan for a maximum of four speakers.

· Schedule it at a convenient time – early in the day to meet the deadlines of afternoon papers and evening news.

· Make sure other similar events are not being held on the same day.

· Have a media kit available (news releases, fact sheets, speaker bios and  statements, and other background material).

· Select a location that is convenient to members of the media that is equipped to accommodate television camera crews and photographers that has good story related visuals and that is large enough for expected attendance.

· Plan an attractive visual scene.  Use posters, banners or project t-shirts if available. 

· Select credible, competent spokespersons.  Each should understand the major political and social aspects of your program.

· Formalize the order of speakers and their “talking points.”  Put the most important speakers first.  Walk through the media conference and practice.  Anticipate the questions that reporters will have.

· Contact friends and supporters in order to have the seats filled in the room.

· Have someone serve as event host/MC. 

The morning of the news conference:

· Call all media contacts to remind them of the event.

· Double check the room, and walk through the conference with the speakers.

· Make certain the room location is clearly marked by signs.

The conference:
· Start on time and end on time.  The event should not last more than 45 minutes.

· At the news conference, ask members of the media to sign in.  If important newspapers or broadcast stations are not represented, hand deliver media kits later that day.

· Give each media representative a media kit.

· Remember that photographers often arrive early to shoot candid photos.
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