How to Track Media Attendance at Your Events

After all your hard work in planning your Covering Kids & Families Back-to-School Campaign event, it is especially important to have a complete list of all the media and organizational representatives who attended. The easiest way to accomplish this is to set up a sign-in table at the entranceway to your event. 

Helpful hints for setting up a sign-in table at your event:

· Create two sets of sign-in sheets—one for the press and one for organizational representatives.
· Dress the table with a tablecloth and table skirt. Not only does this make for a nice appearance, but it allows you to store boxes of press kits, b-roll tapes and other supplies under the table. 

· If possible, display a tabletop sign that directs the press and organization members to sign in at the table upon entrance. 

· The sign-in table can also be used as a distribution center for agendas, press kits, b-roll tapes and other resources that may be useful to the press and others.

· Bring extra copies of the sign-in sheets. It is always better to have leftover sheets than to run out of sheets at the exact moment when the most influential reporter in town walks through the door. 

· Bring extra pens! Do not make partners or the media dig for their own pen. Providing pens will make the process fast and easy. 

· To keep the sign-in table organized, use clipboards to keep the sign-in sheets in place and orderly. 

· Assign several volunteers to manage the sign-in table so they can closely monitor reporters passing by and ensure that they sign in.

