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12 x 5m. = 60

4 x 217-lx.l. = 84

3 x 21YlaJ. = 63

2 x ZIPIU. = 42'

4 x 49mlaJ. = 196

12 x 3m. = 36

= 520

= 260-

1,261

239-

1,500
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Printed invitations including means of reply
Postage of invitations
Telephone, checking names for invitations
Telephone, following-up non-replies
Press material, wallets
Photography, prints, captions
Transport:coach  hire, rail or airfares
Catering: meal5 on journey;coffee  on

f.$.etc.
00.00
00.00
00.00
00.00
00 -00

000.00
0000.00

arrival;reception;lunch
@ EOO per head 0000.00

Overnight accommodation @ fO0  per head 000 .oo
Hire of: micropnone,  projector, marguee,

hall, chairs, tables, umbrellas,
protective clothing, cars, etc. 000.00

Extra staff for escorts, guides, including
rehearsals 000.00

Provision of route signs, cordons, notices, etc. 00.00
fOOO0  .oo
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D-15

D-70

D-65

D-50

D-50

~-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-l

D-l

D-l

D-Day

Compare received hotel quotations and menus.

Visit prospective venues.

Select and appoint venue.

Design invitation card. Agree wording.

Seek  printer's quotation for invitation card.

Receive printerIs  quotation. Order cards

and envelopes.

Photograph subject.

Receive, Check and return proof of invitation card.

Write managing director's speech.

Order self-adhesive laple  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 invitations to radio/TV producers news/

programmes.

Write news release.

Delivery of invitation cards and envelopes.

Despatch  invjtations,, Order studio artwork-tent

cards for speakers, displays. directional signs.

Record acceptances/refusals.

Follow-up non-replies, important refusals.

Photographs supplied. Items at D30 delivered.

Collect 16 mm film.

Give hotel total numbers for catering. seating

together with plan of the room.

Run off news releases, MD's speech.

Assemble press kits.

Deliver materials, equipment to venue.

Prepare room.

Rehearsal.. Run through film.

Press reception.

(N.B.A  VCR and video-cassette may be used.)

&.I1 : Frank Jefkins, Effective PR Planning, second edition, Foto

Direct Limited, 1985, p.85-86.
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T h e  foliowng  retwork d,agram  ,i,~s:ra:i> ‘cvv PERT COL!~  be <used  to piar a corporate sci.ai
reporting program.

The pragiam beg,ns when the public  rel~!!~ons  mapager  COW~WPIC~~BS  with management
about the consequences of an organazadon’s  plans. It moves through the research and  repon’ng
phases of the program. The time est,mates  are expected tomes  iwrth  50 percent probabW  Of
occurrences  and reprsseof  ihe number of woikmg  days needed for each dct~v~ty.  The total  prograw
should be completed wlth8r. a year

i&II : James E.Grunig  And Todd Hunt, Managing Public Relations, Halt,

Rinehart and Winston, 1984.

PU 403 185



1 8 6 PU 403



PU 403 1 8 7



1 8 8 PU 403


