Public Outreach Planning Form

Project Name





Dept.





Project Coordinator




Ext. 

Date



1. Give a brief description of your public outreach effort (project, campaign or activity).

2. List any other programs, departments, organizations/agencies you are working in collaboration with.

3. List the overall goal/s of this public outreach effort.

4. Project/campaign/activity timeline.  (List start dates for the activities below.  Fill in all the dates you know at this time.  Be sure to update information left blank at a later date.)

Planning: 

____________

Design:

____________

Distribution:

____________

Event date:

____________

Duration of project 
____________

or campaign:

5. Is this project, campaign or activity time sensitive:

· Yes

· No
6. Estimated cost of your public outreach effort (include all estimated costs except staff time):

Project/Activity:
$__________

Campaign: 

$__________

Per impression:
$__________

7. Does this effort leverage library dollars by utilizing outside funding sources?

· No

· Yes (If yes, indicate ratio of City dollar/outside dollar) ________________

8. If this is a repeat project, campaign, or activity, has the cost increased by 

50 percent or more?

YES
____

NO
____

9. What core service, or specific council-approved program or direction, does this effort support?  How?

10. What factors are creating the need for this public outreach effort?

11. Who are the target audiences?  (Check all that apply.)
· Private enterprise

· Other cities

· Internal customers

· Community/residents

· Visitors

· Media

· Regulators

· Stakeholders

· Other (explain) _______________________________________________


12. Define demographic/s of target population/s.  (Check all that apply.)
· Age (circle all that apply)

children 
teens

adults

seniors

elderly

· Culture (circle all that apply)


Hispanic
Vietnamese

Chinese
Filipino


Japanese
African American/Black
Native American

Other _________________________________________________

· Gender (circle one)
Male
Female

· Household Income (circle all that apply)
$18,000 or less
$18,0000 - $25,000

$25,000 - $40,000

$40,000 – 65,000
$65,000 - $80,000

$80,000 or above

· Geographic area of San Jose (circle all that apply)
North

South

East

West

Central

· Industry segment (circle all that apply)
Large Businesses
Small Businesses
High Tech

Manufacturing

Research & Development
Retail



Other ______________________________________________________

· Other (explain) _________________________________________________

13. How will you know if this project is successful?  Give specific examples of what you will achieve with this public outreach effort.

14. How will you measure the effectiveness of this effort? (Check all that apply.)


· Survey

Planned implementation date:  (mo./yr.) _______________________

Audience/s to be surveyed:  _________________________________

· Track change in program participation

· Track increase/decrease in revenue

· Increase in market share

· How will this be tracked?_________________________________________


· Response mechanism
What information will be requested?_________________________________


· Other (Explain) _________________________________________________

15. What communications tactics will be used?  (Check all that apply.) 

Printed/Electronic materials:

· Announcement

· Bill Insert

· Brochure

· Calendar

· CD ROM

· Folder

· Flyer

· Invitations

· Mass mailing

· Newsletter

Printed/Electronic materials con’t.
· Poster

· Web pages

· Other

Event/Meetings:

· Ceremonial events

· Classes

· Community meetings

· Fairs

· Festivals

· Lectures

· Special events 

· Tours

· Trade shows
Publicity:

· Editorial board

· Media relations

· Press conference

· Press release/media advisory

· Other

Advertising (paid or free):

· Billboard

· Campaign

· Print ad

· PSA

· Radio commercial

· Street banners

· Transit (exterior/interior)

· TV

· Web banner ads

· Other

16. Creative services to be utilized.  (Check all that apply.)
· Copywriting

· Exhibit design

· Graphic design

· Photography

· Translation

· Video

17. Distribution method.  (Check all that apply.)
· Bill inserts
· Door-to-door

· Mailing house

· Rack distribution

· Electronic
· Other ______________________________






________________________________________________________________________
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