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INTRODUCTION

A well developed and well implemented public relations project will be remembered by your guests for a long time.  A poorly developed and poorly implemented project will be remembered for an even longer time.

The Project Developer has been designed to assist you with developing and implementing your projects by:

1.  helping you to determine your objectives for doing a public relations project.

2.  helping you to determine the equipment and supplies you will require.

3.  providing a checklist for collecting the required equipment and supplies.  The checklist is also helpful in making sure you bring everything home after your project is concluded.

4.  helping you to determine an appropriate time table of events in preparation for your public relations project.

5.  providing documentation.  The documentation can be used for analysis of the  effectiveness of the current project and as a starting point for future projects of the same type.
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PROJECT DATE:

PROJECT NAME:
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TIME LINE
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B
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CONTACT(S)

NAME


ADDRESS



PHONE NUMBER
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HARDWARE

Computer


Power Station/Surge Protector


50 Ft extension cord








Printer


Printer cable


Paper








Modem


Modem cable


Telephone extension cord


Splitter











Computer Tool Kit




Tape Recorder




Slide Projector




Overhead Projector




OTHER(S)
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SOFTWARE

Telecommunication

                 Commercial           

                  Internet                 





Graphics




OTHER(S)
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HANDOUTS

User’s Guide To Services




How To Get A Good Weather Briefing




FAA FAQ




User Survey Questionnaires

                                            Pencils/Pens





Advisory Circular Checklist    AC 00-2.xx




OTHER(S)
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OFFICE SUPPLIES

Tape

Masking Tape


Scott Tape







Writing Paper


Collegiate


5 x 7 pads


3 x 5 note cards










Color Markers


Red


Black


Blue


Yellow













OTHER(S)
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MISCELLANEOUS SUPPLIES

Easel




ID Badges




Business Cards




Thank You Cards




Camera




OTHER(S)
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SIGNS/POSTERS




 DAYTON AFSS PUBLIC RELATIONS 

PROJECT DEVELOPER

REQUIRED REPORT BLANK FORMS

Dayton AFSS Form 2730-4, Use Of Overtime/Comp Time




Dayton AFSS Form 3000-16, Aviation Education Activity




Dayton AFSS Form 1500-3, Request To Use Private Vehicle




OTHER(S)
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NOTES

NOTES
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AFTER-PROJECT ANALYSIS

AFTER-PROJECT ANALYSIS









