
PRESS TOUR CHECKLIST

Source: Fletcher Marketing Services 
with thanks to Kanatsiz Communications, Inc.
I. POWERPOINT PRESENTATION
· Company Overview







______

· Key Strategic Messages






______

· Market Overview







______

· Product Overview/Benefits






______

· References/Case Studies






______

II. PRESS KIT 
· Corporate Profile







______

· Executive bios








______

· Product press release







______

· Product brochure or data sheet





______

· Digital images of key executives





______

· Digital images of product






______

· CD-ROM (containing above listed components)



______

· Business cards








______

III. BRIEFING BOOK
· Schedule of briefings







______

· Publication descriptions






______

· Editor bios








______

· Driving directions and times to each venue




______

IV. THIRD PARTY INVOLVEMENT
· Analyst references (contact info and availability)



______

· Customer references (contact info, testimonials, and availability)

______

V. TRAVEL ARRANGEMENTS
· Confirmed travel  budget from client





______

· Hotel accommodations






______

· Air transportation (frequent flyer #’s if applicable)



______

· Ground transportation







______
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