Job Action Sheet

Media Logistics


Media Logistics
Mission:  The Media Logistics staff is responsible for coordinating logistics for media press conferences, briefings and other needs as determined.


	Immediate (Operational Period 0-2 Hours)
	Time
	Initial

	Receive appointment from Media Relations Lead and receive situation briefing
	
	

	Review media objectives with Media Relations Lead
	
	

	Read this entire job action sheet, review EOC and JIC org charts
	
	

	Work with Media Liaison to determine schedule for media briefings
	
	

	Assist Media Liaison with developing media credentialing process and acquiring required equipment, tools or resources to implement process
	
	

	Work with Media Relations Lead to determine location for media briefings
	
	

	Post external and internal (if needed) signage to direct media
	
	

	Identify and acquire necessary resources and equipment to stage media briefing (flags, podium, sound system, mult box, etc.)
	
	

	Ensure correct flag placement if flags are used
	
	

	Work with Key Partners Liaison and Media Liaison to send press briefing notifications, location, credentialing requirements and parking locations
	
	

	Provide status reports to Media Relations Lead
	
	

	Identify media parking areas and post signage to direct media
	
	

	Notify Safety Officer and Security Lead of press briefings and request support as needed
	
	

	Assemble press packet materials for media briefings
	
	

	Work with Photo/Video, Graphics and Web Master to acquire visual aids to support press briefings as requested by Media Relations Lead
	
	

	
	
	

	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Distribute approved version of press kit and all supporting materials to Lead PIO, JIC Manager, JIC unit leads and Field PIO before press briefing
	
	

	Ensure arriving media use identified parking areas
	
	

	Work with Media Liaison to greet arriving media and ensure they obtain credentials
	
	

	Work with Media Liaison to distribute press kits as requested
	
	

	Provide support to spokespersons as requested
	
	

	Work with Photo/Video staff to ensure media briefings are videotaped and photographed
	
	

	Transcribe press briefing as requested by Media Relations Lead or Lead PIO
	
	

	Work with JIC staff to ensure photos, video-recording and transcript of press briefing are distributed for JIC use
	
	

	Post date, time and location of the next press briefing as instructed by Media Liaison or Media Relations Lead
	
	

	Work with Field PIO to provide logistics support for VIP or media site visits as requested
	
	

	Brief Media Relations Lead on activities, progress and needs
	
	

	
	
	

	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Work with Media Relations Lead to assess long term media logistics needs and organize resources to meet those needs
	
	

	Continue to provide status reports to Media Relations Lead
	
	

	Continue to work with Media Liaison and Field PIO to provide logistical support
	
	

	Continue to work with Photo/Video, Graphics and Web Master to acquire visual aids to support press briefings
	
	

	Evaluate the effectiveness of activities and alter as necessary
	
	

	Ensure personal physical readiness through healthy food choices, drinking water and taking occasional breaks for rest
	
	

	Provide detailed status report and materials to relief staff at shift change
	
	

	
	
	

	Deactivation
	Time
	Initial

	Debrief with immediate supervisor
	
	

	Notify media that media workroom will be closing
	
	

	Return all equipment and supplies to immediate supervisor
	
	

	Ensure press briefing area and media workroom are cleaned
	
	

	Complete evaluation tool if provided
	
	

	Complete all paperwork and turn it in to immediate supervisor
	
	

	Sign out
	
	


Date:		Start:		End:		Report to:					


Print name:						Agency:					


Command Ctr Location:					Radio title:		Fax:		


Telephone:			Cell/Pager:			Email:				


Shift change to:							Initial at transfer:		
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