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	Meetings of the Convention on Biological Diversity and its Protocols

29 September - 17 October 2014, Pyeongchang, Republic of Korea



Instructions for press conference requests
The Secretariat of the Convention on Biological Diversity is pleased to invite Parties, Organizations, and Representatives of Indigenous and Local Communities to organise press conferences at the margins of the Meetings of the Convention on Biological Diversity and its Protocols.

All press conference requests should be made using the form available below. Please scan and submit your completed form to Mr. Johan Hedlund by email to johan.hedlund@cbd.int or by fax at + 1-514-288-6588.

To best prepare your press conference and to ensure the smooth and efficient conduct of the media events during the Conference, we recommend that all press conference organisers carefully read the FAQs sheet available below.

For press releases and other information, please contact:

Mr. David Ainsworth 
Information Officer
Secretariat of the Convention on Biological Diversity
413 St. Jacques Street, Suite 800
Montreal, Quebec, H2Y 1N9, Canada
Tel: + 1-514-287 7025
Fax: + 1-514-288-6588
E-mail: david.ainsworth@cbd.int 
Request Form for press conference
Information about your organisation
1.   Name of organisation:

     
2.   Address of organisation:

     
2.   Contact person for media relations:
     
3.   Tel.:
      

4.   Fax:
     
5.   E-mail:
     
6.   Contact during the Conference (if different from above):
     
7.   Tel.:
                
8.   Fax:
     
Information about the requested press conference

9. Provisional title and abstract of the press conference (please indicate the significance of the event, the announcement to be made or report to be released, etc.):

     
10. Name(s) and title(s) of speaker(s):

     
11. Name and title of Master of Ceremonies:
     
	12. Date requested (in order to help us suit every request, please indicate 3 potential dates –in order of preference– with desired time block for each of them), double-click to the tick the boxes:
· Date:             Morning  FORMCHECKBOX 
            Afternoon  FORMCHECKBOX 
           Evening  FORMCHECKBOX 
          Available all day  FORMCHECKBOX 

· Date:             Morning  FORMCHECKBOX 
            Afternoon  FORMCHECKBOX 
           Evening  FORMCHECKBOX 
          Available all day  FORMCHECKBOX 

· Date:             Morning  FORMCHECKBOX 
            Afternoon  FORMCHECKBOX 
           Evening  FORMCHECKBOX 
          Available all day  FORMCHECKBOX 



13.  Length:                  25 min     FORMCHECKBOX 
                  50 min  FORMCHECKBOX 
 

14. Target audience:  National   FORMCHECKBOX 
       International  FORMCHECKBOX 
  
Date:              Signature: _________________________   (please also type your name clearly):            
Please send the completed, scanned form by email to johan.hedlund@cbd.int or by fax at + 1-514-288-6588.
Frequently Asked Questions (FAQ) – Press conferences at COP-MOP 7, COP 12, COP-MOP 1 
What must I do to request a press conference?

· All press conference/media briefing request should be made using the appropriate form, available above and at www.cbd.int/cop2014/media.
· The form should be scanned and sent by email to johan.hedlund@cbd.int or by fax at 

+ 1-514-288-6588.
· Confirmation of your press conference will be provided within approximately 10 working days of submission of your form. 

· The secretariat will try, to the extent possible, to accommodate your first choice of requested dates and time slots, but this is not guaranteed.  

What is expected from my organization to provide for the press conference?

· Organisers of the press conferences and media briefings are responsible for providing the following:

1. Their own Master of Ceremonies/Chairperson

2. Interpretation staff (if required) 

3. Shipment of copies of any publications/documents to be distributed

4. Special security considerations (i.e. for conference including VIPs)

What should I provide to the SCBD in regards to my press conference?

· It is the responsibility of the organiser to provide Media advisory to be disseminated by the SCBD to its media contact list at least one week before the conference.

· We recommend that the organisers provide the SCBD with their PowerPoint to be included to the webcast three days before the date of their press conference. 

What are the logistical details to think about for the day of the press conference?

To help the Secretariat ensure the smooth and efficient conduct of the media events during the Conference, please also take note of these logistical details for the day of the conference:

· A programme of the conference with speaking times and choreography would be appreciated, as this will help the technicians with their jobs.

· Organisers will need to have their own name plates, handouts and any collateral material with them at that time. The SCBD and the Host Government are not responsible for organising any of these. There will be staff available to distribute handouts at the beginning of the conference.

· Organisers are expected to ensure that the conference ends on time.

· Stand-up interview opportunities and photo opportunities, and any follow up questions should take place in the lobby outside the Press Conference Room. You may submit interview requests to the staff at the Media Centre, who will transmit your request to the appropriate person.

· Partner organisers of the press conferences will have access to the Media centre only for the duration of their press conference and for approximately 30 minutes after. Printed material can be dropped off at the Information Counter at any time.
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