
Checklist for Preparing to Create a Media List

Creating a media list is essential for effective public relations and media outreach. A well-crafted
media list ensures that your press releases and pitches reach the most relevant and influential
media contacts who can help amplify your message. Here's a checklist of preparatory steps
before you start building your media list.

1. Define Your Objectives
Clarify Goals: Understand clearly what you want to achieve with your media outreach.
Are you launching a new product, seeking to enhance your brand's visibility, or
responding to a crisis?
Outcome Expectations: Set specific outcomes you expect from the media coverage,
such as increased website traffic, enhanced brand recognition, or improved public
perception.

2. Understand Your Audience
Identify Target Audience: Determine who your key audience is for this particular
message or campaign. Are they industry professionals, local community members, or a
broader national audience?
Audience Insights: Gather insights on your audience's media consumption habits to
identify which publications and platforms are most likely to influence them.

3. Craft Your Key Messages
Develop Clear Messages: Before reaching out to the media, know the key points you
want to communicate. What are the crucial bits of information that need to be conveyed?
Consistency Across Channels: Ensure that your key messages are consistent across
all communication channels for cohesive branding and clarity.

4. Research Relevant Media Outlets
Identify Appropriate Channels: Based on your audience's preferences, identify the
types of media outlets that will be most effective. Consider print, online, broadcast, and
niche publications.
Quality Over Quantity: Focus on outlets that are most likely to be interested in your
message and have a significant influence on your target audience.



5. Segment Your Media List
Categorize by Relevance: Create different segments for your media list such as by
geography, type of media (print, online, TV), or area of interest (technology, lifestyle,
news).
Prioritize for Impact: Rank media outlets based on their potential impact. Prioritize
high-relevance outlets to ensure they are targeted first.

6. Check Editorial Calendars
Match Timing with Topics: Look at the editorial calendars of your targeted publications
to find out if they have special issues or upcoming themes that match your message.
Plan for Opportune Timing: Use this information to time your outreach, increasing the
likelihood of your story being picked up.

7. Prepare Your Materials
Press Kit: Prepare a comprehensive press kit that includes press releases, biographies,
FAQs, high-resolution images, and any other relevant background information.
Tailor to Outlet Needs: Customize your materials to suit the needs and styles of the
different media outlets where possible.

8. Plan for Follow-Up
Follow-Up Strategy: Decide in advance how you will follow up with media contacts
post-initial outreach. Plan the timing and method of your follow-ups.
Keep It Professional: Always maintain professionalism in your follow-ups to build
long-term relationships with the media.

9. Evaluate and Adapt
Feedback Loop: Establish a method for gathering feedback on the effectiveness of your
media list and outreach efforts.
Continuous Improvement: Use this feedback to refine your approach, update your
media list regularly, and adapt your strategies to changing media landscapes.

Conclusion
Preparing thoroughly before creating a media list can dramatically increase the effectiveness of
your media outreach. By following this checklist, you ensure that every aspect of your media
strategy is aligned with your communication goals and audience needs, setting the stage for
successful media relations.


