
Preparation:

● Define Media Goals: Clearly outline media relations efforts' objectives and
desired outcomes.

● Identify Target Audience: Determine the primary audience segments to tailor
messaging and media outreach.

● Research Media Outlets: Compile a list of relevant media outlets, including
newspapers, magazines, websites, blogs, radio stations, and TV channels.

● Build Media Contacts: Cultivate relationships with journalists, editors, producers,
and bloggers covering relevant beats.

Messaging and Materials:

● Develop Key Messages: Craft concise, compelling messages that align with
company goals and resonate with target audiences.

● Create Press Materials: Prepare press releases, media advisories, fact sheets,
bios, and other materials to support media outreach efforts.

● Customize Pitches: Tailor story pitches to fit the interests and preferences of
specific media outlets and journalists.

● Include Visual Assets: Provide high-quality images, videos, infographics, and
other multimedia assets to accompany press materials.

Outreach and Engagement:

● Pitch Stories: Contact media contacts with story ideas, news announcements,
and interview opportunities.

● Follow-up: Regularly communicate with journalists to provide additional
information, answer questions, and facilitate interviews.

● Coordinate Interviews: Schedule and coordinate media interviews, either
in-person, over the phone, or via video conference.

● Monitor Coverage: Monitor media coverage for tracking mentions, assessing
sentiment, and identifying opportunities for engagement or response.



Spokesperson Preparation:

● Media Training: Provide spokespersons with media training to prepare them for
interviews, including message development, interview techniques, and crisis
communication.

● Briefings: Conduct pre-interview briefings to review key messages, anticipated
questions, and talking points with spokespersons.

● Rehearsals: Conduct mock interviews and rehearsals to help spokespersons feel
comfortable and confident in their media interactions.

Follow-Up and Evaluation:

● Thank Journalists: Express gratitude to journalists for coverage and assistance
with media relations efforts.

● Evaluate Results: Measure the effectiveness of media relations activities against
established goals and objectives.

● Adjust Strategies: Use insights from media monitoring and evaluation to refine
messaging, targeting, and outreach strategies for future campaigns.

Continuous Improvement:

● Stay Informed: Stay up-to-date on industry trends, media developments, and
competitor activities to inform media relations strategies.

● Seek Feedback: Solicit feedback from journalists, colleagues, and stakeholders
to identify areas for improvement and refine media relations practices.

Documentation and Reporting:

● Maintain Records: Keep detailed records of media contacts, outreach efforts,
interview requests, and coverage results for reference and analysis.

● Produce Reports: Generate regular reports summarizing media relations
activities, outcomes, and impact for internal stakeholders.

Compliance and Ethics:

● Adhere to Guidelines: Ensure compliance with ethical standards, industry
regulations, and company policies governing media relations activities.

● Respect Confidentiality: Safeguard sensitive information and respect the
confidentiality of media contacts, sources, and interview subjects.




