APC Publications Launch Checklist
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Please complete this form and return to ________ as soon as you can.  Thank you.

APC Publications Launch (onsite) Checklist 

1. Details about the Publication to be launched

a) Title of the Publication: 

b) URL of the Publication:

c) Project Coordinator for Publication: 

d) Is the project coordinator the event focal point for the launch? Y/N

e) If 'No', who is the focal point for the launch?

2. Launch Venue Details

a) Please provide full contact details below for the launch location: 

a.1 Title of Conference or Meeting (if it is going to be held within another event):

a.2 URL of event: 

a.3 Name of venue:

a.4 Complete address of venue (No. and street name/City/Country):

Phone no: 

Fax no:

Name of building:

Name of room/room number:

URL of venue:

b) All enquiries about logistics for the launch event should be directed to:

c)  Please complete the following table:

	Date
	Start Time
	End time
	Room Capacity needed
	Seating configuration (please select one or send a diagram if you have another configuration)

	
	
	
	
	U or L or T or circle


3. Production of Launch Materials

a) Please describe which launch materials are needed

	Materials
	Y/N
	Please provide as much detail as you can as to who is producing content for  including whether translated materials are required.

	Launch Press release

[EN]

[FR]

[SP]
	
	

	Launch Invitation/Flyer/ agenda

[EN]

[FR][SP]

[SP]

[SP]
	
	

	
	
	


4. Launch Outreach and Media plan

Please describe the invitation dissemination and media plan with as much detail as possible, noting who is responsible for various steps

	
	Plan steps and Description 
	Person responsible
	By When

	1
	One page concept note produced
	
	

	2
	Agenda for meeting finalised with partners
	
	

	3
	Advance copies of publication sent to colleagues for quotes
	
	

	4
	Invitation and event flyer drafted and sent to partners for comment
	
	

	5
	Invitation and event flyer finalised
	
	

	4
	Distribution list for invitation pack finalised by partners
	
	

	5
	Invitation pack sent to distribution list by partners
	
	

	6
	Quotes for press release received from colleagues 
	
	

	7
	Press release drafted and sent to partners
	
	

	8
	Press release finalised and translated
	
	

	9
	Press release sent to media lists, other relevant lists, on apc.org, giswatch.org etc
	
	


Note: 'partners' = APC, ________, ________

5. Other Promotional Materials needed for the Launch

a) Please complete the following table. (note – there is a separate table for APC issue papers below)

	Materials
	Qty 
	
	Qty

	Launch Publication 

[EN]

[FR]

[SP]
	
	APC IR Charter

[EN]

[FR]

[SP]

[other language]
	

	Launch Press release

[EN]

[FR]

[SP]
	
	APC Annual Report

[EN]

[FR]

[SP]
	

	Launch Flyer and agenda

[EN]

[FR]

[SP]
	
	APC brochures

[EN]

[FR]

[SP]
	

	Launch invitation 

[EN]

[FR]

[SP]
	
	APC banners (please describe which banner)


	

	Please add any other information about materials here:

For example:  a 'pack' for distribution at the event, ie, a combination of invitation, press release, launch flyer and agenda – ideally, one page, back and front.


b) APC issue papers needed for the event

Note: This is a good opportunity to get rid of issue papers we have in stock – that are relevant. Consult the COMMS team about current inventory. 

	
	Issue paper
	EN
	FR
	SP

	1
	Building consensus on internet access at the IGF 
	
	
	

	2
	The centrality of e-strategies in the World Summit on the Information Society (WSIS) plan of action WSIS process and issues debated
	
	
	

	3
	The Case for 'Open Access' in Africa: Mauritius case study
	
	
	

	4
	The World Wide Web of Desire: Content regulation on the internet
	
	
	

	5
	Digital television and radio: Democratisation or greater concentration? 
	
	
	

	6
	Convergence for development: Community radio as a digital inclusion strategy
	
	
	

	7
	Digital dangers: Information & communication technologies and trafficking in women
	
	
	

	8
	The importance of convergence in the ICT policy environment 
	
	
	

	9
	Whose information society? Developing country and civil society voices in the World Summit on the Information Society
	
	
	

	10
	The World Summit on the Information Society: An overview of follow-up
	
	
	

	11
	Pushing and prodding, goading and hand-holding: Reflection from APC at the conclusion of the World Summit on the Information Society
	
	
	

	12
	World Summit on the Information Society: APC's recommendation on internet governance
	
	
	

	13
	Cultivating violence through technology? 
	
	
	

	14
	Open Access: Lowering the costs of international bandwidth in Africa
	
	
	

	15
	Paddling in circles while the waters rise: Gender issues in ICTs and poverty reduction
	
	
	

	16
	Interconnection costs
	
	
	

	17
	E-waste challenges in developing countries: South Africa case study
	
	
	

	18
	African participation in WSIS: Review and discussion paper
	
	
	

	19
	Financing the information society in the South: A global public goods perspective
	
	
	

	20
	Internet governance and the World Summit on the Information Society (WSIS)
	
	
	

	21
	Networking communities in the South -- challenges for diverse actors: Remittance, microfinance and technology
	
	
	

	22
	The centrality of e-strategies in the World Summit on the Information Society (WSIS) plan of action
	
	
	

	23
	WSIS process and issues debated
	
	
	


c) How are publications being shipped to the venue? 

- via APC staff and members? If so,  please list the names of people, with their email addresses, who will be taking promotional materials to the event.

- via delivery to the venue? If so, please note the complete shipping address and any other details you have, if different from the Publication Launch venue

5. Communication, materials and equipment needs

a) Do you require connectivity at the launch Y/N

b) Contact details for organising connectivity: 

c) Please complete the following table.

	Stationery/materials
	Qty
	Equipment
	Qty

	Name tag/badge

Drawing pins 

Glue

Letterhead paper

Notepads

Pens, pencils

Prestik/Blue tak

Scissors

Tape

Stapler

Paper clips

Table Cards
	
	Data projector Screen

Flip chart paper 

Lectern 

Overhead projector

PA system

Printers

Recording system

Telephone/Fax

VCR and monitor

White board
	


6. Budget

a) Which budget line item/s or ledger codes will be used for the launch budget?

Programme: 

Project: 

Activity: 

GL Code/Accounts Allocation: 

b) Please send a working budget for the activity if you have a copy.

7. Catering

a) Is catering required for the launch Y/N

b) Please provide contact details for catering.

c) Please complete the following table

	Description 
	Required (Y/N)
	Describe requirements
	Qty (*)

	Morning tea / coffee break
	
	
	

	Afternoon tea / coffee break
	
	
	

	Cocktail party / Cheese & wine
	
	
	

	Other
	
	
	


* Note: Please include all participants and resource people in your calculations.

8. Translation

a) Is translation required for the event? Y/N

b) if yes, please note whether:

a) Simultaneous (requires equipment)

b) Whispered

c) Please note languages required:

9. Other Services

Please note if any of the following are required, and use the free-form text box for any items not covered by the template

	Other service 
	Required 

Y/N

	Insurance (venue, equipment, participants)
	

	Lighting
	

	Rapporteur
	

	Note-taking
	

	Photocopies
	

	Photographer
	

	If you answered “yes” to any of these, please provide details like criteria, sample output, etc, where applicable. 
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