APPENDIX B:  Public Affairs Activities (Phase One)

CSEP Program Closeout Public Affairs Plan 
Listed below is a standard menu of Public Affairs activities that could be used in creation of any communication plan. Delete activities that do not apply to this plan. Add activities if needed. Assign a date and responsible party to each activity. 
	Date
	Activity
	Responsible Party
	Current 

Status
	Date Accomplished

	
	Identify Lead PIO

This individual will be responsible for supporting the CSEP Program Closeout taskforce, modifying this template for site use, tracking PA plan status, updating plan as needed, and keeping taskforce, management and PIOs informed of emerging issues.     
	
	
	

	
	Develop contact list of groups and individuals who will need regular correspondence about CSEPP Closeout issues   

Include the planning team(s), elected officials, policy boards, partner agencies, and other key communicators. Set up email group(s).
	
	
	

	
	Identify election schedules and candidates who could potentially become policy makers

Include them in distribution of status reports.
	
	
	

	
	Identify designated spokespersons and potential Subject Matter Experts

Note: The list will vary from site to site.  You will need one person who can speak to the “big” picture at the site, and others who can speak to various jurisdictional issues. 
	
	
	

	
	Develop “Who to Contact” Sheet that includes Points of Contact (POCs) / Spokespersons for the “closeout” and “closure” planning processes. 

· CSEP Program Closeout
· Demilitarization Facility Closure

· Base Realignment and Closure (BRAC)
	
	
	

	
	Develop key messages and issue specific talking points (Appendix A)

	 
	
	

	
	Distribute copy of this Public Affairs Communication Plan

Everyone needs to know what the communication plan is and more importantly what their role is. 
	
	
	

	
	Distribute / integrate key messages & tools.

Provide the spokespersons, PIOs, task force, management, and other appropriate internal team members the key messages, talking points, “Who to Contact”.  Update as appropriate.  
	
	
	

	
	Modify existing out reach tools

· Power Point presentations
· Table top display
· Other ___________
	
	
	

	On-going
	Respond to / document inquiries

Use key messages and talking points to respond to inquiries.  

Keep the Lead PIO, fellow site PIOs, managers & appropriate task force members apprised of who is inquiring (partner agencies, elected officials, media, public, etc.) and their questions. Document contact in case follow-up is needed at a later date.  
	All Agencies
	
	

	
	Develop list of close out decisions / agreements that have already been made

A consolidated list of close out decisions / agreements that have already been made (real or perceived) will help in tracking the big picture and assist in the early identification of conflicting perceptions / promises.
	
	
	

	
	Q & A Sheet

Anticipate questions from elected officials, partner agencies, and the public.  Develop anticipated questions and answers. Update periodically or as updated information is available.
	
	
	

	
	Modify website (www._________)

Create “Closeout Information page(s). Add link to front page. 
	
	
	

	
	CSEPP staff briefings

Status of CSEP Program Closeout planning, activities, decisions
	
	
	

	
	· FEMA / DHS 
	
	
	

	
	· State Emergency Management
	
	
	

	
	· ________ County Emergency Management
	
	
	

	
	· American Red Cross
	
	
	

	
	CSEPP committees briefings

Status of CSEP Program Closeout planning, activities, decisions
	
	
	

	
	· Integrated Process Team (IPT)
	
	
	

	
	· Community Response Coordination Committee (CRCC)
	
	
	

	
	· Governing Board
	
	
	

	
	· Citizen’s Advisory Committee
	
	
	

	
	· Public Information Group
	
	
	

	
	· Other committees 
	
	
	

	Date and method indicated below
	Elected officials/legislative briefings

Status of CSEP Program Closeout planning, activities, decisions.  Briefings may be in given in person, by email, fax and, or by telephone. 
	
	
	

	
	· Senator(s) – Federal and State List
	
	
	

	
	· Representative(s) – Federal and State List
	
	
	

	
	· Governor’s Office List
	
	
	

	
	· Board of Trustees (Tribal) List
	
	
	

	
	· __________ County Commissioners List
	
	
	

	
	· __________ City Council List
	
	
	

	
	· Other ___________ List
	
	
	

	Date and method indicated below
	Partner response agencies / committees briefings

Status of CSEP Program Closeout planning, activities, decisions.  Briefings may be in given in person, by email, fax and, or by telephone.
	
	
	

	
	· School Board(s)
	
	
	

	
	· Fire District Board
	
	
	

	
	· Law Enforcement Boards
	
	
	

	
	· Local Emergency Planning Council
	
	
	

	
	· Other _____________________
	
	
	

	
	Create a list of “highly visible” CSEP Program Closeout implementation activities
These types of activities capture public and media attention and make them ask “what does this mean to me/ my viewers/readers/listeners.” Creating a list will allow PIOs to take advantage of these great “teachable moments” during Phase Two. 
	
	
	

	
	Press release(s) 

Will be prepared and sent to local media for following.   
	
	
	

	
	Topic: ___________
	
	
	

	
	Media Event(s)

Host a media event / “photo opportunity” event for
	
	
	

	
	· Topic, location
	
	
	

	
	Editorial Boards

Meet with media editorial boards to provide plan overview and periodic updates. 
	
	
	

	
	Newsletters. Employee & partner agency (in reach)

The newsletters below are distributed to employees and partner agencies, with the idea that they are program representatives in the eyes of their families, friends and neighbors. Routine articles emphasizing the key messages, status of the task force, decisions and other key information will be provided.   
	
	
	

	
	· Depot/Arsenal -- monthly
	
	
	

	
	· Demil Facility – daily
	
	
	

	
	· ______ County Employee newsletter -- monthly
	
	
	

	
	· Other _______– publication frequency
	
	
	

	
	Live appearances on radio / TV talk show(s)
	
	
	

	
	· Station, Show name
	
	
	

	
	Mass or target audience mailings.  
The primary target audience(s) for these mailings are _______.  Specific topic:  __________
WILL REQUIRE FUNDING.
	
	
	

	
	Call waiting messages or information line updated. 

All recorded messages that callers listen to while on hold should be updated with key messages. This can include voice mail, answering machines or established recorded-message extensions should be updated.
	
	
	

	
	Identify existing site public relations materials and their production time lines.  

These products may need to be modified. Products may include calendar, brochures, etc.   
	
	
	

	
	Paid advertisements.

WILL REQUIRE FUNDING.
· Develop strategy, identify desired media. 
	
	
	

	
	· Purchase, schedule advertising.   
	
	
	

	
	· Create ads 
	
	
	

	
	· Translate ads
	
	
	

	
	· Distribute ads to media
	
	
	

	
	· Track invoices for budget
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