
 
 
 

Event Guide 
 

Thank you for volunteering to host an event in your community around OpenTheGovernment.org’s 
broadcast of “Government Secrecy: Censoring Your Right to Know” – we’re pleased that you’ll be 
joining us and our panelists for our two-part discussion of government secrecy and citizen activism 
on Wednesday, March 19. We’ve collected the following information to help you create and 
promote your event:  
 
Outreach and invitations: Use our flyer, or our poster, or both – or create your own. Post 
information on your website (for an example, see http://www.wo.ala.org/districtdispatch/?p=361). 
Contact local media – print, radio, television – the issue of government secrecy is of vital 
importance to reporters. Contact local groups, such as libraries, voter groups, civic/good-
government groups, news organizations (see the Sunshine Week coordinators site, 
http://www.sunshineweek.org/sunshineweek/coordinators). Many national groups have local 
chapters that may be interested in participating in your event, or at least helping draw attention to 
the issues. Invite speakers who will attract an audience – politicians, judges, government officials, 
reporters, professors, etc.; you know your community.  
 
Also, check our site for information and links to other groups so that your invitees can read more 
about the issues and be better-prepared to participate in the program and discussions.  
 
Logistics and preparations: Before March 19, measure your site’s equipment against the Press 
Club’s technical requirements for the webcast  
(http://www.openthegovernment.org/article/articleview/227/1/94?TopicID).  
 
The National Press Club, which is hosting our event and transmitting the broadcast, provides two 
tests for you to confirm your ability to receive a reliable signal: 
  
· The first test is available now, and may be conducted at any time before the program. 
 
The first test evaluates the speed of your event’s internet connection and the capabilities of the 
computer – so you can choose the appropriate download speed, 300 kb/s or 500 kb/s, and 
minimize the risk of experiencing choppy video, inconsistent sound, or both. Also, it is imperative 
that you conduct this test with the computer that will be used at the event. It is available at the 
URL for our webcast: http://www.visualwebcaster.com/thepressclub-GovtSecrecy2008-031908 
 
This URL is also the site for the  

 
· second test of the specific signal for the event. This test is only accessible in the fifteen 

minutes immediately before the program (12:45-1 PM EDT) on March 19. 
 



For this final test, you will need to be registered on the Press Club’s site to receive the signal. You 
will be prompted to fill out the Press Club’s simple online registration process when you go to the 
URL for our webcast, above (note: you may register in advance of the 12:45 test time). Report any 
problems that cannot be resolved by adjusting your computer immediately to (202) 662-7593. 
 
Please note: the Press Club registration to test and receive the signal is distinct from your 
registration with us for the event. 
 
We will send out programs to host sites that are identified by March 7, including information about 
the panelists, their experience, and (for the second panel) their websites. After March 13, you can 
print out information from our site.  
 
You may also find it useful to have a supply of pens and paper, for participants to take notes.  
 
Signing in and signing up: Enclosed in the kit you will receive is a sign-in sheet for your 
participants. Encourage them to sign up to receive email alerts to learn more about government 
information and secrecy from OpenTheGovernment.org. After the event, fax it to us at (202) 234-
0402. Or, you can email us the information at info@openthegovernment.org.  
 
Plan for the program, questions, discussion, and participation: Before the broadcast begins, 
ask participants to begin thinking of questions. Both sets of panelists will be taking questions in 
Washington, D.C. from members of the on-site audience and participants at events like yours, via 
phone and email. To submit a question by email, write questions@openthegovernment.org; call in 
to (202) 662-7496 or (202) 662-7497. Please remind questioners to identify themselves by name 
and to include the host site code for your event (we will provide this to you); questions from host 
sites will receive priority over questions coming from individual viewers.  
 
Have a local discussion: After the broadcast, talk about ideas, experiences, and questions about 
local/state/federal policy and activism. We want our event to not only inform people but also 
inspire them to realize what they and their fellow citizens can do to overcome government secrecy 
in their communities. We want them to be comfortable with the kinds of tools that people are 
creating to facilitate that kind of empowerment, so encourage your participants to talk about uses 
they are making or could make of new technologies.  
 
Take action: We encourage people to get involved in their communities, write their 
representatives and leaders, and join OpenTheGovernment.org and organizations like the host, 
co-sponsor, and community groups. One of the most important things that people can get out of 
the event is a sense that they are part of a larger community, and part of a larger movement, and 
that more and more people are talking about these issues and getting involved. Specifically, in 
addition to the information we will provide about pending federal legislation, identify state and local 
actions that participants can take. Make sure your participants leave with at least one or two 
things they can do right away -- and if you can make it easy for them to do so, even better. 
 
Take pictures: Send us pictures from your event, so we can share them on our website.  
 
Pass it on: After your successful event, consider holding another one or passing the information 
on to someone you think would be interested in hosting their own – as the webcast will be 
archived on the National Press Club’s site for three months; the webcast will also be available on 
our website. Also, consider holding a follow-up event later in the year to examine progress and 
action on government secrecy issues.  
 
Reflect on your event and ideas: Please distribute the evaluation forms to your attendees and 
allow them some time to complete them, so that we can obtain effective feedback about our event. 
Encourage your guests to evaluate the event, the questions, the discussions, and anything else 
that occurred to them. And please let us know your thoughts as the host and organizer. 
 
Questions: Please contact Chris Green at cgreen@openthegovernment.org or (202) 332-OPEN 
(6736) before or after the event. 


