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‘ﬁ&n: Wilcox, D.L., Ault, P.H. & Agee, W. K. (1986). Public Relations: Strategies and Tactics.
Harper & Row Publishers. P.163.
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D-90
D-85
D-85
D-85
D-80
D-75
D-70
D-65
D-50
D-50
D-42
D-35
D-32
D-30
D-30
D-30
D-25
D-24
D-22
D-20
D-14
D-13

D-10
D-9
D-8
D-4
D-3
D-2
D-2
D-1
D-1
D-1

Decide Date.

Plan program for press reception.

Shortlist venues.

Invite quotations, menus, from prospective venues.
Compilation of invitation list. Check names.

Compare received hotel quotations and menus.

Visit prospective venues.

Select and appoint venues.

Design invitation card. Agree wording.

Seek printer’s quotation for invitation card.

Receive printer's quotation. Order cards and envelopes.
Photograph subject.

Receive, check and return proof of invitation card.

Write managing director’s speech.

Order self-adhesive label badges, press kit wallets, visitor’s book.
Book projector, projectionist, microphones.

See contact prints. Order photographs.

Obtain approval of managing director’s speech.

Send special invitation to radio/TV producers/news program.
Write news release.

Delivery of invitation cards and envelopes.

Dispatch invitations. Order studio artwork — tent cards for
speakers, displays, directional signs.

Record acceptance/refusals.

Follow-up non replies, important refusals.

Photographs supplied. Item at D-30 delivered.

Collect 16mm film.

Give total numbers for catering, seating together with plan of the room.
Run off news release, MD’s speech.

Assemble press kits.

Deliver materials, equipment to venue.

Prepare room.

Rehearsal. Run through film.

D-Day Press reception.

AN 112 D-Day Planning Chart 789m3dssTuEauaTh

‘ﬁm: Jefkins, F. (1985). Effective PR Planning. (Second edition). FotoDirect Limited. p.85-

86.
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Gantt Chart
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‘ﬁm: Bovee, C.L., Thill, J.V., Wood, M.B. & Dovel, G.P. (1993). Management. McGraw Hill
Company. p.228.
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ﬁm: Baines, P., Egan, J. & Jefkins, F. (2004). Public Relations: Contemporary issues and

techniques. Elsevier Butterworth-Heinemann. p.87.
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Quality Control Checklists

Consistency Measures
®  Messages consistent
®  Tone consistent
B Style consistent
Reliability Measures
®  Each element moves toward overall goal
®  Elements together move toward organizational goals
Accuracy Measures
®  Content accurate
®  Materials error-free
Congruency Measures
®  Elements all “fit”
Honesty Measures
®  Message content truthful

®  Message delivery not misleading
A &l v o &
A2MNN 11.6 mmmwl%’lumsmuquqmmwa’mﬂi:mauwuﬁ

‘ﬁm: Parsons, P.J. (2003). A Manager’'s Guide to PR Projects: A Practical Approach.

Mahwah, New Jersey, Lawrence Erlbaum Associates, Inc.
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