COMT 322: Final project guidelines


This memo will provide additional—and in some cases, revised—guidelines for the final project.
Here is what I wrote in the syllabus:

===================================================================

This project is the culmination of the course. You will develop a complete media kit for your client. This kit must include at least 5 of the items below: 
· A new company newsletter (at least 4 pages long)

· New product/service descriptions

· Updated biographies

· Backgrounder

· Fact sheet

· News or press releases
· Memo or letter to investors/financial community
· Corporate brochure with descriptions of each product/service offered by the client, as well as corporate information, etc.

· Creation and promotion of a special event sponsored by your client

· Crisis communication plan

You may wish to include in your final kit various components of the “tailored messages” assignment, provided that you have revised and corrected those components based on the comments I give you when I hand back that assignment. All students’ media kits are due in class on Tuesday, December 5th. Half of you will present your kits to the class on the 5th; the other half will present on the 7th. (Presentation dates will be determined by random draw at the beginning of class on the 5th.)

====================================================================

I would like to open up the number of options you have for this final project. Consequently, I am making the following changes to this assignment, most of which I have discussed previously:

Project format: media kit OR general portfolio
You have the option of assembling either (a) a media kit, which is a collection of PR communications that is targeted and sent specifically to members of the media (writers, editors, producers, etc.) or (b) a more general PR portfolio, which might include communications directed to publics/readers other than members of the media (employees, customers, stockholders, neighbors, community members, donors, sponsors, etc.).
If you choose to assemble a general portfolio, you may include revised/corrected versions of the internal and external communications you have already produced. You may include your revised/corrected press release for either project type.
Elements

Whether you choose to develop a “pure” media kit or a more diversified general portfolio, you may also include any or all of the following elements, all of which are discussed and illustrated in chapter 9 of our Guth & Marsh textbook and/or the packet I will hand out today:

· Feature story

· Position paper

· VNR (video news release) script

· Audio news release script (for use on radio)
· Speech

· Press conference outline (which would include an opening statement and prepared questions and answers in anticipation of journalists’ questions)

If you are interested in developing a PR communication element other than one listed in this memo, feel free to speak with me about your ideas. Look through the textbook (particularly page 277 and the rest of chapter 9), our other readings, and/or the “All About PR” web site which is linked to the class site for additional ideas and additional tips. These sources—and my 10/31 lecture notes—will be helpful even if you go with elements listed above.
Synergy
Whether you produce a media kit or a more general portfolio with elements that target a wider variety of publics, the elements of your project must work together! This does not mean simply copying and pasting entire contents of a press release into an internal memo (although it is very likely, and acceptable, to use some of the same language in more than one document). What it means is that you are addressing selected aspects of the same general topic or issue but shaping them to be target-appropriate. 

Remember, you most likely would not describe your best date ever while talking to your best friend and then talking to a parent or grandparent using either (a) the same descriptors or (b) even the same facts. You will necessarily adjust which information is included or excluded (and emphasized or de-emphasized), and the tone/language of the information, depending on 

· who you’re addressing

· what you’re hoping to accomplish (goals/objectives)

· the reason for the communication

· the format itself (for example, by their very nature, press releases contain different types of information than do fact sheets or backgrounders or VNRs)

Goals/objectives/strategies
All of the elements of your portfolio/kit are examples of tactics. But as we’ve discussed, all PR tactics are developed as specific executions of strategies, which are the general descriptions of the actions you take in order to accomplish objectives, which themselves are the measurable milestones that bring you toward your big-picture goals. It is important, in other words, that every one of your tactical elements—your press releases, internal and external memos, fact sheets, VNRs, special events, etc.—be developed not in isolation, but in order to accomplish pre-determined goals and objectives through the execution of pre-determined strategies.

So, your portfolio must contain a statement of your
- goals (the big-picture outcome you are trying to achieve for your organization)

- objectives (the more specific, measurable milestones you want to “hit”)

- strategies (the general descriptions of the actions you are taking)

This will help keep you focused when preparing your tactical elements—and it will help me understand why you’ve produced the elements that you chose to produce.

Moreover, you should make clear how what you learned in your research led you to develop the goals (etc.) that you set for your project. After all, your goals (etc.) didn’t just come out of the blue—at least, they were not supposed to! 

What I’m looking for
I will be evaluating the final projects using a rubric very similar to the one I used for the “tailored messages” assignment. Specifically, I will be concerned with
- technical writing quality
- news value: did you find and emphasize what’s most newsworthy in your communications? (This is important especially in press releases, audio news releases, and VNRs, but even internal communications will necessarily have an aspect of “news” to them.)
- other value to your readers: is it clear—to whichever public you are addressing—what’s in it for them? (In other words, why should your reader care about what you have to say?) What benefits are you offering? What promises are you making?

- synergy: how well all the elements hang together. (If you’re producing a general portfolio, I’ll also be looking to see how clear it is that you differentiated the elements in order to target your intended public.)

- clarity of your goals/objectives/strategies statement and degree of fit between those goals (etc.) and the tactical elements in your portfolio or kit 
- creativity: how innovative are the elements of your plan? This may not be as important in press releases and internal memos, which often follow traditional formats, as it is in your other elements. Did you come up with creative ways of bringing attention to your organization and its news? Did you develop an unusual and engaging event? Did you describe your organization, event, or issue in a way that will get readers to say “Wow! I never thought of that before!” or “This is unlike anything I’ve ever seen or heard!”? Is your news truly new?
The project as a whole—including in-class presentation on either 12/5 or 12/7—is worth a maximum of 150 points. The portfolio/kit is worth up to 125 points; the presentation, 25.

Formatting/visual elements

This is not a class in visual design, and I will not be grading your portfolios/kits on their design quality. I am also not expecting you to spend money to complete this project. That said, it will be very helpful if your portfolio/kit is in fact “collected” in some physical way, even if that simply involves a three-ring binder, a folder, or some other sort of basic, inexpensive office supply.
In-class presentation
Seven people will present on Tuesday, 12/5; the other seven will present on Thursday, 12/7. Each presenter is limited to seven minutes. After each presentation, there will be up to three minutes allotted for questions and comments from your classmates and me.

The purpose of your presentation is to describe your portfolio or media kit and (briefly) explain how it accomplishes the goals (etc.) you set. This means that your presentation will be most effective if it includes the following:

- brief reminder summary of your client (who they are, what they do)

- brief reminder of key research findings (focus on problems or other SWOT elements that PR might address)

- overview of what your kit consists of

- brief summaries of the main points of each element (what was the point of the element, and what did you focus on in that element) 

- brief summary of common elements across your elements—and key differences between your elements

[You will notice that nowhere here did I state that I want you to read any of your elements to the class. That’s because you shouldn’t be reading—you should be presenting! This means you will be talking about your kit’s elements, not reading its fine points to your audience. As part of your presentation, you might choose to recite a selected line or two from a press release or memo. But as an audience member, I’m more interested in getting an overall sense of your project—what you did, why you did it, and how in your opinion it accomplishes your objectives.]
