Start Your Communications Plan Today!
Questions to Ponder: 

· Where have we been and where are we currently when it comes to external and internal communications and media relations?

· Where do we want to go and how do we get there?

· What are our most timely and important messages? 

· How can we create or become part of current and relevant discussions?

· How can we prepare ourselves for opportunities or crises that arise? 

· Who are our organizational contacts and what do they need to be prepared? 

Using one target audience or specific contact per line, craft messages, delivery plan and timeframe for each. 
	Target Audience
	Specific Outlets & Contacts
	Key Messages
	Delivery Vehicles
	Timeframe

	Ex: local media, legislators, donors, etc.
	Ex: The Evening Times, WFXX 1450 AM, Rep. Sherwood’s aide, $1,000 donors 
	Ex: proposal for state funding, appreciation for supplemental funding, request for additional help
	Ex: letter to the editor, news conference, news release, background paper, annual report
	Ex: this week, by Nov. 3, March 2007

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


If you haven’t already, create an Excel database of specific contacts within your target audience that contains the following information: Organization, Type, First, Last, Title, Address, City, State, Zip, County, Congressional District, E-mail, Phone, Fax, Web site, Last Updated, Last Contact, Notes.  This information can be useful in targeting outlets for specific messages. 

What’s one first step you can take toward improved media relations when you get home?
