

















































































PRESS CONFERENCE CHECKLIST 
Facilities 

Conduct a walk-through at the site before the event and the morning of the event. 

______Site satisfactory 

______Space adequate 

______Security available 

______Accessible for physically disabled 

______Parking available, VIP Parking designated 

______Outdoors — grounds in good condition 

______Visuals identified 

Equipment 

Test equipment before and on the day of the event. Allow time for replacement and know who 

to contact about equipment problems. 

______Microphone/amplifier 

______Podium 

______Platform/stage 

______Acoustics 

______Visual aids (equipment, screens, easel, charts, etc.) 

______Heat/air (where controls are/how to adjust them if necessary) 

______Video/audio recording equipment, including mult box 

______Seating arrangements 

______Registration table 

______Signage 

Materials 

______Sign-in sheets 

______Name tags 

______Tent cards, if needed 

______Posters 

______Press kits 

______Pads and pencils 

______Participant materials (including press kits, releases, etc.) 

______Phone service, if needed 

Staffing and Set-up 
______Speakers 

______Staff on hand and in place 

______Photographer 

______Refreshments 
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