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Instructions for Use

1. Contact Information: Maintain a detailed list of journalists and media outlets you
engage with. This helps in easy reference and ensures you have all necessary
contact details at hand.

2. Interaction Log: Record every interaction with media professionals. Note the type
of interaction, key discussion points, and any required follow-ups. This will help in
maintaining continuity in communication and ensuring timely follow-ups.



3. Pitch Tracking: Keep track of all pitches sent out, including the date, subject, and
the journalist/outlet it was sent to. Record responses and feedback to refine
future pitches.

4. Content Calendar: Plan and track all content intended for media release. Include
details like the type of content, subject, target journalist/outlet, and its current
status. This ensures a consistent flow of information and helps in scheduling
content releases effectively.

5. Coverage Tracking: Monitor media coverage received. Record the date,
journalist/outlet, type of content, and link to the coverage. This helps in
evaluating the reach and impact of your media engagements.

6. Feedback and Improvement: Gather feedback from media interactions and
document any suggestions or improvements. Implement these improvements to
enhance future media engagements and relationships.


