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The following checklist should serve as a go-by and project development plan for a publication or a public meeting event. Assign a member of the project team or Public Engagement Team to complete this checklist and routinely update the document over the progress of the effort. This checklist can be formatted and distributed in an electronic or hard-copy paper format, depending on the airport’s preference.
Project Name and Description
Provide the project name, meeting title, or publication title here and a brief description (no more than 1 – 3 sentences):
· Title:

· Description:


Goals and Objectives
The appropriate method of communication or engagement should depend on the goals of the outreach effort. State the goal of the meeting or publication below and provide a brief summary of the objectives intended to achieve this goal (1 sentence each, and delete or add additional objectives, as necessary): 
Goal:
Objective 1:
Objective 2:
Objective 3:
Additional Comments:

Event or Publication Preplanning
The airport’s Public Engagement Team (or the project specific team) will oversee publication development and distribution or the implementation of the public meeting and development of supporting materials. This team will be responsible for verifying the information published is accurate and presented in a responsible manner. Consider including members from environmental, operations, facilities, senior leadership, or legal counsel on the Public Engagement Team.
Below are steps to take when beginning a publication or meeting project:
Hold a Planning Meeting with the Public Engagement Team and provide the date, time, and meeting location below:


List names and job titles of the Public Engagement Team members participating in this meeting or publication project here:


· List name and job title of the person responsible for completing and updating this checklist during the development of the publication or preparation for the public meeting:


Has airport legal counsel been notified about the public meeting or publication? If so, provide the method of contact, date, and a summary of comments received below (or as a document attachment): 


The Public Engagement Team should discuss potential positive outcomes and negative repercussions of the planned event or publication during the Planning Meeting. Note these anticipated outcomes below, and for the potential negative outcomes, provide options for preventing or mitigating these consequences:



Prepare Publication or Meeting Supporting Materials
While the Public Engagement Team and airport leadership should choose the publication type, meeting type and format, or supporting materials most relevant for the intended audience, the public outreach materials should be concise, clear, consistent, and accessible to a non-technical audience. 
When developing a publication or planning a public meeting, consider ways to remove access barriers by tailoring meetings, presentations, and print materials to the specific needs and possible limitations of the audience. The following items assist with identifying and removing possible accessibility issues.
· Considering your intended audience and the planned method of communication, list the specific needs or limitations that may affect your intended audience:


Describe how this publication or public meeting will address or accommodate those specific needs or anticipated limitations:


· Confirm consistent terminology, language, and tone are used throughout the public meeting supporting materials or the publication document.

· Verify the publication, presentation, handout(s), or other outreach materials accommodate audiences with accessibility issues (See the General Accessibility Tips section).
For public meetings, draft a set of responses to frequently asked questions, verify the consistency among the responses, then team members attending the meeting practice these responses before the meeting. Questions and responses can be written below or attached as a separate document:


General Accessibility Tips 
Below are considerations for promoting accessibility among a diverse audience for visual presentations and print publications. Review the publication or meeting materials prior to printing or publishing and confirm these have been addressed.
Review presentation slides using Accessibility Checker feature in Microsoft PowerPoint[footnoteRef:1] (Other software packages offer similar tools and functions). [1:  Microsoft. Make your PowerPoint presentations accessible to people with disabilities. 2022. https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25 ] 

Include alternative text and captions for graphics and images that describe what is shown.
· Prevents issues with legibility after printing the materials (e.g. color images printed in black and white). 
· Assists individuals with disabilities who cannot see images and may be relying on a computer program to read the text aloud.
Include descriptive hyperlink text to other sections of the document or websites for further information.
Use simple tables with column headers, and do not split or merge cells.
Use high-contrasting background colors compared to text colors. 
· An example of a good contrast would be a dark blue or navy background with white or light yellow text.
· An example of a bad choice for contrast would be a light blue or light gray background with white text, which would appear washed out or would not print correctly.
Use large, sans serif fonts, and verify there is a clear white space between characters to assist with reading by the visually impaired.
For print publications or meeting supporting materials, review document using Accessibility Checker feature in Microsoft Word[footnoteRef:2]. [2:  Microsoft. Make your Word documents accessible to people with disabilities. 2022. https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d#PickTab=Windows] 

Include ample white space in documents and avoid widowed or orphaned text.
Use consistent heading styles, and numbering if applicable, and make sure font usage is consistent throughout a document or presentation slides in both headings, body text, and bulleted lists.
Review document, presentation slides, or supporting materials for legal liability issues or factual inaccuracies. Provide the name and contact information for the person responsible for confirming this review was completed and revisions incorporated:

Talking points, presentation slides, publications, and published or printed materials should avoid words like ensure, guarantee, poison, deadly. Review the materials with legal counsel or public relations staff to identify other words to avoid and possible substitutes.
Have a final review completed by the organization’s legal department or outside counsel.
If a public meeting, verify appropriate staff and subject matter experts will be in attendance or that they have provided input on the meeting’s content and talking points. 
Verify appropriate staff and subject matter experts reviewed or provided technical input on publications or printed supporting materials before public distribution and keep a record or documentation of this review.
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