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“Whoever 
Controls the 
News Shapes 
Our Destiny” 

– George Clinton

Youth Media Council
1611 Telegraph Ave. Suite 510
Oakland, CA 94612
510.444.0640
http://www.youthmediacouncil.org
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Created by the Ella Baker Center for Human Rights, reprinted with permission 

 

W O R K S H E E T  

Media Event Planning Tool 
 
DATE/TIME: 

EV ENT NAME:  

GOALS OF EVE NT: 

 

MAIN TARGET OF EV ENT: 

 

HOOKS: 

 

TONE OF EVE NT: 

 

VISUALS: 

 

EV ENT NARRATIVE  (A SHORT DESCRIPTION/STORY ABOUT HOW THE EV EN T UNFOLDS, WHAT HAPPENS FIRST, SECOND,  THIRD, ETC.) :  

 

SPEAKERS: 

 

RAIN PLAN: 

 

ALLY INVOL VEMENT (HOW ARE WE I NVOL VIN G ALLIES,  WHAT ARE WE  ASK ING THEM TO DO?) : 
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Created by the Ella Baker Center for Human Rights, reprinted with permission 

 

DAY OF EVENT: JOBS 

 

Logistical Jobs 

 Name Notes 

Coordinator    
Sign – In Leader   
Documentation    
Chant Leaders   
Shuttle Drivers (or Rides)   
Set-Up/Clean-Up   
Runner   
Volunteer Coordinator   
Money Point Person   
Childcare   
Campaign Table    
Food-servers   
Tech Team (sound, projec-
tors)   
Donations   

 

 
Tactical Jobs 

 Name Notes 

Tactical Lead   
Police Liaison   
Security Lead   
Media Lead   

 

 
Programmatic Jobs 

 Name Notes 

MC/Host   
Translation   
Stage Manager   
Speakers/Performers/DJ   
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Created by the Ella Baker Center for Human Rights, reprinted with permission 

 

Materials To Bring 

 Person Responsible 

Permit  
Sign In Sheets/Cards  
Pens  
Dots / Stickers  
Clipboards  
Tee Shirts / Buttons  
Banners  
Signage  
Misc Props  
Media Packets  
Media Talking Points  
Media Sign - In  
Campaign Literature   
Money Box / Fanny Pack  
Change  
Stamp / Counter (Front Door)  
Food  
Set List (for show)  
Programs  
Bullhorn / Sound Stuff  
Micstand (press conf)  
Tape  
Chant Sheets  
Nametags  
Staff Shirts or Stickers  
Trash Bags  
Bullhorns  
Butcher Paper  
Camera, Video Camera  
Driving Directions  
Member Prep Materials  
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W O R K S H E E T  

Communications Roles Chart 
 

Roles 

 

Name(s) & Posi-

t ion(s) of Folk(s) 
Responsible 

Communications Coordinator 

• Responsible for overseeing the strategic direction and implementation of the 

communications campaign 

• Point person to YMC TA provider 

• Responsible for synthesizing staff media monitoring and other research, and applying 

implications to campaign 

• Responsible for content development for communications materials 

 

Journalist Liaison 

• Responsible for developing and maintaining targeted press list 

• Responsible for relationship-building with journalists 

• Responsible for setting up interviews with spokespeople 

• This person can be, but does not have to be an official spokesperson for the campaign 

(can just connect journalists to spokespeople and provide background information not 

to be quoted) 

 

Spokesperson Coordinator 

• Responsible for identifying strategic spokespeople in membership 

• Responsible for coordinating spokesperson trainings with YMC TA provider 

• Responsible for spokesperson coaching in between trainings with support from YMC 

TA provider 

• Since this is the main role your members will play, the leadership development 

director should probably be your spokesperson coordinator 

 

Materials Guru 

• Responsible for designing and producing (not writing) communications materials (e.g. 

press releases, press kits, billboards, flyers, etc.)  

• Responsible for ensuring the organization has sufficient materials at all times 

• Usually works in close contact with communications coordinator around content of 

materials 

 

Documentarian 

• Responsible for all aspects of documenting campaign 

• Responsible for tracking coverage and maintaining files of earned coverage 

• Responsible for securing people to take photos and video of media events for internal 

documentation 

• Usually works closely with Communications Coordinator to document the process of the 

campaign 
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W O R K S H E E T  

Message Polishing Worksheet 
 

 

1.How can you state the problem with a metaphor, simile or image that speaks to your target audience? 

How can you confront stereotypes without restating stereotyping language? 

 

2. How can you convey your solution and vision with a metaphor, simile or image that speaks to your 

target audience? 

 

3. What action do you want your target audience to take to support your solution? 

 

4. What shared value can you appeal to that conveys why this issue is important? What shared value will 

communicate to your target audience that this is a high-stakes problem in urgent need of a solution? 

 

 


