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Sample Media Plan
	COMMUNICATION RELEASE DATE
	TYPE OF COMMUNICATION
	AUDIENCE
	MEDIA TYPE AND DELIVERY METHOD
	GRAPHICS

	As soon as possible after event confirmation
	Save the Date invitation
	Event guests and participants
	E-mail, phone calls
	Designed invitation – in-house design or online invitation website

	Next regularly scheduled newsletter
	Announce town hall event, participants
	Existing F5 partner network
	Article in existing 
F5 Newsletter
	Logo, photos of participants

	About eight weeks out
	More formal invitation featuring participants
	Event guests and participants
	E-mail, online invitation website, or print invitation
	Designed invitation – in-house design program, outside graphic design, or online invitation website

	About six weeks out
	Issues to be discussed, announce event hashtag
	Event guests and participants, F5 social media, and partner network
	Website homepage post, F5 listserv e-blast, 
F5 social media site(s) post
	Logo, F5 program photos related to issues

	About five weeks out
	Confirmed policymakers/
panelists
	Event guests and participants, F5 social media, and partner network
	Website homepage post, F5 listserv e-blast, 
F5 social media site(s) post
	Logo, photos of participants

	About four weeks out
	Confirmed expert presenters and/or moderator 

	Event guests and participants, F5 social media, and partner network
	Website homepage post, F5 listserv e-blast, 
F5 social media site(s) post
	Logo, photos of participants

	About four weeks out
	Pre-Event Media Advisory (See Template)
	Local media outlets
	Blanket Media Advisory to media outlets
	Photos related to participants, issues

	About three weeks out
	Case study or grantee partner to be featured
	Event guests and participants, F5 social media, and partner network
	F5 listserv e-blast, 
F5 social media site(s) post
	Logo, photos related to participants, issues

	About three weeks out
	Begin pitching story angles (See Pitching Angles)
	Local media outlets
	Personal phone calls
	

	About two weeks out
	Any new confirmed participants not already highlighted
	Event guests and participants, F5 social media, and partner network
	F5 listserv e-blast, 
F5 social media site(s) post
	Logo, photos of participants

	About one week out
	Last RSVP reminder
	Event guests and participants, F5 social media, and partner network
	F5 listserv e-blast, 
F5 social media site(s) post
	Logo, photos related to participants, issues

	Two days before the town hall
	Agenda/reminders
	Event guests
	F5 listserv e-blast, 
F5 social media site(s) post
	Logo, photos related to participants, issues

	Two days before the town
	Pre-Event Media Advisory (See Template)
	Local media outlets
	E-mail/personal phone calls to specific outlets
	Logo, photos related to participants, issues

	Day of the town hall
	Event highlights/ quotes/ photos 
	F5 social media network
	Social media site(s) posts, live Tweeting during event
	Photos from event

	ASAP after the town hall
	Post-Event Press Release (See Template)
	Local media outlets
	E-mail/personal phone calls
	Photos from event (video clips if available)

	ASAP after the town hall
	Thank you for participating; make available town hall materials such as presentations and handouts
	Event guests and participants, F5 social media and partner network
	Post materials, photos, recap to website; distribute link via F5 listserv e-blast, F5 social media site(s) post
	Photos from event (video clips if available)

	Next regularly scheduled newsletter
	Town hall recap
	Existing F5 partner network
	F5 Newsletter
	Photos from event


[image: ] F5 Tip: We recommend sending no more than 1 e-blast per week, and up to 3 social media posts per week in the month leading up to your event.
Indicates media outreach
Indicates direct community outreach
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