How to Coordinate Announcements in Your Area:

To help your agency promote its involvement with the Point-In-Time Count (PITC), these materials are provided for you to individualize.  Explaining to both the media and the public in your area the importance of the PITC and how your agency helps reach its goal can assist in achieving the most accurate count possible.  Below is a sample communications plan to help you chart exactly what information you want released to the public in your area, when and how to release it, and who is responsible for the message.  If you need additional help in planning your event(s), please visit Kentucky Housing Corporation’s Web site, www.kyhousing.org, and click on Media Room, Media Event Planning Guide.  Thank you for your help in the PITC project.
	Communications Plan (Sample)

	Goal/Objective
	Type a short description of the overall goal of this project.  (e.g., Promote the YEAR PITC in XXX and XXX counties.)

	Date/Priority
	Stakeholders/ Audience
	Activity
	Key Messages
	Media/Resources
	Communication Channel
	Staff Responsible
	Status

	By what date should this item be completed?
	Who receives this item or information/ with whom are we trying to communicate?
	What is the action to be done?
	What is the goal/what is being said by this activity?
	What is being used to complete this activity?  (Time, money, materials, etc.)
	How is the message getting to the audience?
	Who is taking care of this activity?
	What stage is the activity in?  (In work, on hold, complete, etc.)

	Jan. 1
	Media to inform public and recruit volunteers for the PITC.
	Agency rep. will discuss PITC, its goals, its importance, and how volunteers can help.
	There are homeless people in this area and volunteers are needed to help with the PITC.
	PITC promotional materials provided by Kentucky Housing Corporation.
	Media
Radio stations, newspapers, TV in area.
	Agency representative
	Complete

	Notes:  Include any additional information needed for the project.


