
Sample PR Planning template

Month Activity Target audience Type of 
media

Key messages Communication  
Method

Evaluation Resources

April Launch of new 
project

Local people Local radio/
local media

1. new project for 
mothers and 
children

2. fun and free

Press coverage 
in local media 
– press release
Interviews on local 
radio?
Posters and flyers 
in libraries

Number of 
enquiries

Printing 
costs of 
posters and 
leaflets

May Announcement 
about new 
Director

Social workers/
professional peers
Local people

Professional/
trade media 

Local media/
local people

1. Need to secure 
new funding 
streams

2. Impressive 
track record 
(examples)

Press releases
Photocall at 
project

Press 
coverage 
achieved

N/a

W/c 15th 
– report on 
research 
project 
published

Social workers/
professional peers

MPs, MSPs, local 
authorities

Professional 
press

National 
press/
national 
radio

Holyrood 
magazine

1. need to secure 
new funding 
streams

2. clear need for 
this service 
(give figures)

3. first of its kind 
in Scotland

Press release
Feature article 
Letter to MPs and 
MSPs inviting 
them to visit

Press 
coverage 
achieved

Number of 
visits



Month Activity Target audience Type of 
media

Key 
messages

Communication  
Method

Evaluation Resources

[insert 
month 
here]

[insert what 
it is that 
you are 
publicizing]

[who are your key 
audiences for this 
event/campaign/press 
release]

[which 
media will 
reach your 
audiences 
most 
effectively?]

[which 
messages is 
it important to 
communicate 
– keep them 
short, no more 
than 3 or 4)

[Press release/flyer/
radio interview//
feature article/
poster etcetera]

[how will you 
check how 
successful 
you have 
been?]

People
Money
Skills 
Buildings 
eg: props for 
photocall, 
cost of 
printing 
leaflets 

 


