PRESENTATION ON THE STAGES INVOLVED IN PUBLIC RELATIONS
The British Institute of Public Relations defines public relations (PR) as “deliberate, planned and sustained efforts taken to establish and maintain mutual understanding between an organization and the public.” PR may also be defined as the establishment of two way communications to resolve conflicts of interest and the establishment of understanding based on truth, knowledge and full information. PR is needed today in order to win goodwill in society, to fulfil social obligations with a sense of duty towards society, for social accountability (mostly in the case of Public Sector Undertakings) and for image building.

Some of the tasks involved in PR are: conducting public opinion surveys, press releases, publishing newsletters and maintaining websites among many others. 

The PR process consists of 4 broad stages:

1. Defining the challenge

2. Programming

3. Implementation

4. Evaluation

Defining the challenge involves research to find out the background of an issue, what caused the problem, have there been any similar past experiences and the favourable and unfavourable parties involved in the issue. Without research one is groping in the dark. Any decision taken must be based on sound evidence. Research helps reduce uncertainty in making decisions. Listening is the beginning of research. It gives one a feel of the public opinion. This serves as feedback which is a powerful tool in ensuring mutual understanding between an organization and its public. 
Finding out if there was a precedent to the issue is another important part of this step. It helps determine what proved good and what proved bad for the organization. Continuous research helps detect a problem or a potential problem in its early stages, thereby enabling us to adopt easy remedial measures. The issues that arise as a result of continuous research help to clearly define the problem that has been encountered.
Programming and Planning is the second stage in the PR process. This step involves devising strategies to cope with and to solve the problem at hand. The questions that need to be addressed here are what to do, in what order, how it will be done and who will carry it out. Strategic thinking is a part of this step that involves predicting a goal and formulating a plan to achieve that goal. Decisions taken without planning always lead to disasters. Making decisions about programme goals and objectives, identifying key publics, setting policies or rules to guide selection of strategies all fall under this step. 
The following areas are to be addressed in the planning stage:
1. Determine the key result areas – where to invest time and resources.

2. Determine indicators of effectiveness – measurable factors upon which objectives can be set.

3. Select and set objectives – determine the results that need to be achieved.

4. Prepare action plans:

· Programming – sequence of action to follow

· Scheduling – time necessary for achieving objectives

· Budgeting – resources necessary to carry out these steps

· Fixing accountability – who will oversee the accomplishment of these objectives.

5. Establish controls – to ensure effective accomplishment of objectives.
6. Communicating – know and carry out communications needed to achieve goals.

Implementation is the third step which involves taking action and communicating effectively. Action speaks louder than words, so action has to be taken first. If there has been any mistake on the part of the organization an apology is indispensable but not sufficient. They also need to mend their faults and ensure their publics that the situation is under control. The communication part comes only after such action has been taken. For effective communication the media and the technique of conveying information has to be selected carefully. Special audiences have to be addressed using advanced technology and specialized media. News values may be used to make the message newsworthy.
Evaluation is the last step. This is where the impact of the action taken is measured. Here suitable tools are used to track the progress of the plans that have been implemented.  There are specialized firms that undertake the process of evaluation as a service to other organizations. There is also something called an Impact test. This is to assess to what extent the set goals have been achieved.
 It tests the following 3 areas:
1. Has there been an increase in knowledge leading to motivation?
2. Has there been any attitudinal change within its publics?
3. Has there been any behavioural change (resulting in desired behaviour)? 

When the evaluation is over, the results have to be announced publicly. Newsletters, magazines, bulletin boards, meetings, circulars, press meets, letters are all important tools in spreading information. Once the concerned audience has got the required information and is assured that everything is under control, we may say that the PR process has been successful. The goal of maintaining the mutual interest of the organization and its publics has been achieved.

In cases of a crisis situation, the PR process occurs at a very large scale. This is called Crisis Management. It is the art of putting the right spin on disasters. Crisis management is best explained with the example of the Coke controversy that occurred in India a few years back. 

Thus we see that for any organization to function effectively a PR policy has to be set firmly in place. There has to be a PR desk that takes regular stock of the activities of the organization and based on the 4 steps mentioned above, do the needed to maintain the image of the company and also the mutual interest of the organization and the society.
P.S:  The examples for the material above have been deliberately omitted for the sake of making the audio-visual presentation more interesting.  All steps will be explained with suitable examples.

