
Recommended Public Information Office Equipment and Supplies Checklist

	Office Equipment and Supplies:


	Qty:
	Details/Comments:
	Where Stored:

	(
	Personal Computers (LAN capable, high-speed Internet, email, CD/DVD burners, office software)
	
	 
	

	(
	Media contact list, emergency plans, etc. in electronic form
	
	
	

	(
	Reference materials (emergency plans, AP style guide, dictionary, etc.)
	
	
	

	(
	Printers (color, ink cartridges, paper)
	
	
	

	(
	Storage media (blank CDs, DVDs, discs, etc.)
	
	
	

	(
	Copiers (portable; toner, paper)
	
	
	

	(
	Fax machines
	
	
	

	(
	Phones (automated answering system, TTY)
	
	
	

	(
	Conference room (suitable for news conferences)
	
	
	

	(
	TV (cable compatible, for monitoring news networks)
	
	
	

	(
	VCR/DVR (for recording news broadcasts)
	
	
	

	(
	DVD player
	
	
	

	(
	NOAA Weather Radio (to receive emergency alerts)
	
	
	

	(
	Paper shredder
	
	
	

	(
	Camcorder (w/tripod, etc.; for recording news conferences, etc.)
	
	
	

	(
	Digital camera (tripod, flash, memory cards, etc.)
	
	
	

	(
	LCD projector
	
	
	

	(
	Portable sound system
	
	
	

	(
	Portable podium
	
	
	

	(
	Easel stands
	
	
	

	(
	Folders, dividers, colored paper, etc. (for preparing media kits and flyers)
	
	
	

	(
	800 MHz portable radio (s)
	
	
	



Sample


