Check Lists for Preparing and Costing A Communications and Engagement Program

A) Media Audit

Some Initial Questions for a Media Audit

Cost information needs to be based on an understanding of the media channels.  The following issues can help determine communications strategies, approaches, and the amounts that need to be budgeted for in a communications and engagement program.

General questions relating to all media

· What is their ownership ?  Private or state-owned ?   

· To what extent are they controlled (a government or business mouthpiece), or seen as editorially independent?  Do they have an identifiable political or policy stance?  Are they a trusted source of accurate information?

· To what extent are they relevant to workforce restructuring and PPI?

· Do they have an identifiable political or policy stance?  Are they a trusted source of accurate information?

· Can adverse media coverage be “bought” for a price by opponents of PPI?

· What are the costs of paid-for advertising, announcements, advertorials, inserts (newspapers)

· What is the likely degree of interest in factual material (policy papers, video documentary, press releases) for reporting and unpaid editorial?

Radio & TV

· Percentage of population owning a radio / listening to a radio ?  Coverage (geographic / ethnic group)

· How many radio stations operate ?  What languages ?  Are there any areas / regions / groups not covered ?

· Which are the most popular programs / personalities ?   Which are most relevant to workforce restructuring? 

Newspapers and Press; other Channels

· Circulation figures / typical readership profile / price / frequency / geographic coverage / languages

· Main style (news, business, sport, magazine) and main audience (elite, popular, urban, rural)

· What are the main information and communication networks within the enterprise (company newsletters, management meetings, notice boards, opinion leaders, trade unions meetings, union newsletters; informal and after-work networks and meeting places)

· Where else do people find information (tea or coffee shops, bars or beer halls; cinemas; weekly markets, religious meetings?)

· Who uses internet, email, telephone, text messaging and other forms of communication?

· Who are key opinion formers outside of TV / radio / press?  Role of international trade union federations, think –tanks, professional associations, traditional leaders and authorities and other NGOs ? 

B) Checklist of Potential Costs

	OVERHEADS & ADMINISTRATION
	

	· Office facilities
	Rent, office equipment, office running costs, transport

	· Salary of Adviser in PPI office
	Salary and related costs

	· Consultant’s fees
	Fee rate (local, international) and per diems



	
	

	COMMUNICATION
	

	· Posters
	Printing costs  (size, colors, production run)

Display costs (depends on locations)

	· Newspapers
	Advertising costs

Advertorial costs

	· Workshops & conferences
	Venue; 24 hour rate; travel costs; presentation facilities

Press briefing packs

	· Video
	Shooting costs

Editing costs

Duplication / post production

Dissemination costs (e.g. paid-for cinema advertising)

	· TV
	Advertising per minute 

	· Radio
	Advertising per minute

	· In-house newsletter
	Printings costs (number of colors, number of languages, print run, paper);  postage and dissemination costs

	· Web site (for redeployment)
	Design

Hosting & maintenance costs

	· Venues for meetings
	Number of events, costs of venue; 12 or 24 hour rate; travel costs; presentation facilities, electricity generators / power back up

	
	

	CONSULTATION
	

	· Venues
	Number of events, costs of venue; 12 or 24 hour rate; travel costs; presentation facilities

	· Policy papers
	Commissioning costs

Preparation costs 

Printing and dissemination costs

	
	

	NEGOTIATION
	

	· Venues
	Costs of venue; 24 hour rate; travel costs; presentation facilities

	· Workshops & conferences
	Venue; 24 hour rate; travel costs; presentation facilities

	
	

	COOPERATION
	

	· Workshops & conferences
	Venue; 24 hour rate; travel costs; presentation facilities

	· Capacity building for engagement partners
	Training costs

	· Reporting
	Costs of annual reports


Note – all costs to include local taxes.
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