
Here’s a comprehensive checklist for writing an effective media briefing, incorporating all the 
key elements from the guide: 

1. Define the Objective 

● Clearly articulate the goal of the campaign. 
● Make the objective specific, measurable, and time-bound (e.g., “Increase brand 

awareness by 20% in three months”). 
● Align the objective with broader business or marketing goals. 
● Ensure the objective is realistic given the available resources and timeline. 

2. Identify the Target Audience 

● Define the ideal audience segments (e.g., age, location, interests, behavior). 
● Understand the specific needs and preferences of each segment. 
● Consider the best approach for targeting different segments. 
● Adjust messaging to ensure it resonates with each audience group. 

3. Craft the Key Message 

● Develop a core message that communicates the main idea and purpose of the 
campaign. 

● Keep the message simple and focused—limit it to one or two key points. 
● Ensure the message is consistent and aligns with the brand’s tone and voice. 
● Make the message memorable and impactful. 

4. Choose the Media Channels 

● Select the media platforms that best reach your target audience. 
● Consider platforms like social media, email newsletters, websites, and industry 

publications. 
● Evaluate whether a multi-channel approach is necessary for optimal reach. 
● Align media choices with the campaign’s budget and timeline. 

5. Set a Timeline 

● Break the campaign into phases (planning, execution, evaluation). 
● Assign deadlines to each phase to keep things on track. 
● Set clear milestones (e.g., ad launch, blog post-release, event dates). 
● Build in buffer time for unexpected delays. 

6. Allocate Resources 

● Identify required resources, including human resources, budget, tools, and 
technology. 

● Clearly define roles and responsibilities for each team member. 
● Develop a realistic budget that accounts for all campaign elements. 



● Allocate funds based on the effectiveness of chosen channels. 

7. Plan for Crisis Management 

● Outline potential challenges or crises and how they should be handled. 
● Identify key personnel responsible for crisis response. 
● Prepare statements or responses for potential issues (e.g., delays, negative 

feedback). 
● Establish communication protocols for handling crises efficiently. 

8. Evaluate Success Metrics 

● Define the KPIs that will measure the campaign’s success (e.g., sales, engagement, 
web traffic). 

● Determine the methods and tools to track each metric. 
● Assign responsibility for data collection and monitoring. 
● Set up regular checkpoints to assess progress and adjust strategies as needed. 

9. Summarize the Media Briefing 

● Recap all the key elements: campaign objective, target audience, key message, 
media channels, timeline, resources, and crisis plan. 

● Ensure clarity on where to access the full briefing and supporting materials. 
● Make sure the summary serves as a quick reference guide throughout the campaign. 

 

By following this checklist, you’ll create a structured, comprehensive media briefing that 
communicates all necessary information to ensure a successful campaign. 
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