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PREPARE PRESENT FOLLOW UP

4 WEEKS 2 WEEKS 1 WEEK 3 DAYS EVENT DAY
Confirm location, If you're planning Prepare backup formats Test your equipment and Arrive 2 hours in advance.
facilitators & a public meeting, of the video. Have formats play the video at the
equipment. publicize the event, available on DVD, flash drive, location. Whether Move throughout the room
Select the right highlighting the hard drive to ensure showing the video to to ensure everyone in the
video for your agenda and the video. video will play should any a large or small audience, audience will see, hear and
overall objective & If a private meeting unexpected technical issues ensure anyone in the read text on the video.
determine how to with decision-makers, arise. If you are sharing audience can easily see
use it in your confirm attendees, cqpr:eshofthde'wdeo and hear the video and Prep video starting points.
meeting agenda. prepare and share }N't the au |Cejzncer,\ prepare read any text or subtitles.

an agenda, and Omlattﬁ swtte to tﬁw ygu Do not wait until the Be prepared to use your

assemble any needed want them o use the video. meeting to test equipment. back-up copies should the

materials for the meeting. online video not play. y
introduce Afterwards Participation Availability Follow Up
the video briefly. After the video - connect Have something concrete If you are not sharing Whether a public or private
explain why the video  the main message or people can do on the spot copies of the video - meeting, explain how you
was mgde and why a particular statement to get involved, whether let the audience know will follow up with those in
itis being shown. to the next agenda item. it's leave their emails for where they can get a attendance.
Are there any scenes Otherwise, if there is future contacts, sign a copy or watch online.
or statements the time, you cou[d ask the petition, join a working
audience should audlgnce to discuss group or come to a
look for? the video’s message follow-up meeting.

and then connect

the responses

to the purpose of the

meeting or event.

J

Feedback

Discuss with others
what worked well
and what did not
with the entire
meeting or event.

Results

Did the video meet
its purpose to
Expose, Pressure,
Mobilize, Educate
or Inspire?

Contact Info

If a public meeting, use
the sign-up sheet to

thank the audience,

share notes from the
meeting, next steps and
any related actions to take.

Share

You may wish to share the
meeting information to your
wider networks if they did
not attend.

~
Keep in Contact

If a private meeting, keep in
contact with attendees,

on points discussed. Send

a copy of the video and the
meeting notes outlining
next steps and roles.




