Town Hall Meeting Checklist
PLANNING A TOWN HALL MEETING

Step One

(Form a Planning Committee (Hosts, Partners, Planning Group) 
Step Two

(Identify Objectives (Meeting Content, Format, Objectives)
Step Three

(Determine the Format (Panel Presentation with Facilitated Q&A)
THE LOGISTICS OF THE MEETING

Step One

(Select the Place and date.  

(Secure the venue

(Determine audio-visual needs

Recommended needs:

· one microphone for moderator [lavaliere or handheld, does not have to be wireless]; 

· at least one microphone for panelists table [NOT lavaliere mike, a handheld microphone either wireless or not, but must be capable of being passed among panelists]
· computer


if there is internet access, we would like to set up a computer so that 


people who support smoke free entertainment can sign up to 


support Take Note

· secure someone to videotape the event 


cable access media (Promotus)
Step Two

(Identify and Invite Panelists

Step Three

(Identify a Moderator 

Step Four

(Prepare Panelists


Coach them on the specific message—Second hand smoke

(Moderator 

Coach on specific message—Second hand smoke and effectiveness of ITPC



-make sure the moderator keeps the message on track
(Media Spokespeople

(Host a conference call for panelists and moderator to discuss event

(Collect bios of participants [panelists and moderator]

Step Five

(Staff the Town Hall Meeting (Volunteers)
Step Six

(Prepare materials to Distribute On-site

(Prepare a media advisory for all media; prepare promotional materials for partners and community; make copies of fact sheets and gather other necessary materials for event

PROMOTING THE TOWN HALL MEETING

Step One

(Get the Media There

(Develop a public relations (PR) plan for the event.  
(Send out a news release that includes who, what, why, when and where. 

Provide specific information on the issues, and include meeting objectives 

and action items that are likely to result from the meeting. 
(Invite a state policy maker to the event

Sample invitation letter available 
(Media Outreach
Advisory pre-event, press packet day of event for attendees; identify who will make sure that media and policymakers gets a press packet at the event, and also write down which media and policymakers are in attendance.

Step Two

(Other Ways to Promote Your Meeting

(Build audience to fill the room to capacity.
Step Three

(Create Press Kits and Collateral Materials

It should include the media advisory and/or news release, a fact sheet with 
statistics, brief biographies of speakers, as well as copies of any reports or 
case studies. 

Collateral materials include fact sheets, grassroots sign-up cards, blank 
index cards, pens or pencils
(Videotape some of the compelling testimonies

(Take pictures

Step Four

(Follow up after each town hall meeting


Loop coverage into a bigger issue for one area (Promotus)
(Follow up suggestions by staff (ITPC)


Approximately 3 suggestions

(Gain contact information from compelling participants in the audience
(ITPC will contact you the next day to recap the THM
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