Press Conference Summary

Contact each mayor within your assigned county.

Initial contact can be made by phone; let them know about the Mayor’s Green City Action Accord being unanimously approved by the Florida 
League of Cities and the Florida League of Mayors.  Note that they also support FGBC’s Green City certification program to assist cities in their 
sustainability efforts.  Then ask if a copy of the Accord can be emailed to the mayor for his/her review.

Email (Sample message) 

My name is _____________, and I am a member of the Florida Green Building Coalition (FGBC).  Last summer the Board of Directors for the Florida League of Cities and the Florida League of Mayors unanimously passed a resolution commending Governor Crist for his establishment of the Energy Action Team, and endorsing the FGBC's initiative for Green Cities.
The FGBC is asking Florida mayors to show their individual support along with the Boards of these organizations.  I am attaching both copies of these resolutions, one for each League. Also included is a brief summary of the FGBC's Green Cities initiative, as well as a draft copy of a news release that is published in the local paper should you support the actions and sign the resolutions.  We welcome your comments and suggestions regarding the news release.

3.Follow~up.  

Follow up with a phone call within a week to ask if the mayor has any questions, and ask if the Accord will be placed on the council’s upcoming agenda for discussion.  Offer to attend in case there are any questions. 

4. Published press release.

When you do receive a signed Accord, call the mayor’s assistant to ask which newspaper they would like the press release to be published in. 

Also, send the original signed documents to Terry Janssen. 

3.Start planning the press conference. 

Depending on the number of cities within a county, once about a third have signed on, work on the press conference should begin.  When follow-up calls are made to the unsigned mayors, once they know a press conference is being planned this often provides as an added stimulus to gain their support.  
4. Planning team. 

It is wise to start planning the event 2 to 3 months prior to the press conference.  Include people with various strengths and talents.  Not everyone is good at marketing and public relations.  Some topics that should be discussed at the initial meeting include: 

Is there an event the press conference can be tied to? 

Location

Key speakers (It is wise to develop talking points for the various speakers so there is no duplication of speeches.  Each of the main speakers could highlight a particular aspect of sustainability.) 

Attached is a suggested list of items that need to be addressed for the press conference.  

It is wise to meet often to make sure progress is being made.  It is also helpful to go to the actual site of the press conference once or twice (even before set-up) to walk through the event.  

· Is there enough room for the speakers and mayors to walk freely 

· Can the photographer move around easily to get good shots 

· How about access for the media

· Where are the outlets for the sound system 

· Are people positioned and seated in such a way that the event will flow smoothly 

· How is the lighting 

MAYORS’ GREEN CITY ACTION ACCORD PRESS CONFERENCE 
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Email addresses 
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	Planning Items
	Responsibility
	Status

	Speakers:

    Emcee: ___________________ 
    __________________________
   ___________________________
   ___________________________
    Talking Points for all speakers  


	
	

	Logistics:   (Sample)
     Podium, 12 chairs, 4 chairs for speakers, American Flag, 
     Decorative plants,  Pipe & Draping (gray and maroon) , directional 
     signage at elevator/escalator, stanchions & roping   (no charge)
    Tables – Three 6’ draped/skirted - maroon  

(Signing accord, 4-H Plants, Sound System)
 PA/Sound System & CD player
 Photographer 
15 reserved parking spots on ground level – first left into parking lot.  
Plants & Logo for podium
	
	

	Graphics:

    Invitations
    Large “Accord” for Mayors to sign

    2 Sting Displays 

    Scroll keepsakes & picture
    Generic scroll for day of, personalized one will be sent later

    Easel holder for Accord

    Decorative name badges   
    “Special” pens for signing

    Program   
	
	

	4-H & Extension:
    4-H participants

    4-H member to thank the Mayors - speech

    Plants for Mayors    
	
	

	Media:

     Press Release – After the event
     Fact Sheet
     Media Call Down

     Post info on calendars, website, etc. for public notification
	
	

	Catering:   
	
	

	Financials – Catering and rental expenses
	
	


