2.5.1
Template for developing a public relations policy and strategy 

	1. Policy



	2. Policy issues
	Details

	· Who is responsible for PR and for disseminating information both internally and externally?
	MACROBUTTON NoMacro ( [insert details]

	· Who will prepare press releases?
	MACROBUTTON NoMacro ( [insert details]

	· What message are you sending and who is the target audience?
	MACROBUTTON NoMacro ( [insert details]

	· Who is responsible or permitted to talk with the press?
	MACROBUTTON NoMacro ( [insert details]

	· What topics are they allowed to discuss and which are off-limits?
	MACROBUTTON NoMacro ( [insert details]

	3. Strategy

MACROBUTTON NoMacro ( [insert details]



	4. Situation analysis 


	

	What are the organisation’s current PR needs? 
	

	· Overcoming negative perceptions
	 FORMCHECKBOX 


	· Communicating on an ongoing basis – keeping the internal and external target markets informed of the activities of the organisation
	 FORMCHECKBOX 


	· Implementing a long-term PR programme to ensure that community awareness is maintained. 
	 FORMCHECKBOX 


	5. The objectives


	

	Which of the following two objectives are the most important? 
	

	· Informing the target market.
	 FORMCHECKBOX 


	· Motivating the target market.
	 FORMCHECKBOX 



	6. Who is interested?

Internal market 

 FORMCHECKBOX 
 Directors

 FORMCHECKBOX 
 Managers

 FORMCHECKBOX 
 Employees (skilled/unskilled)

 FORMCHECKBOX 
 Pensioners

 FORMCHECKBOX 
 Consultants

External market 

 FORMCHECKBOX 
 General community/public

 FORMCHECKBOX 
 Customers

 FORMCHECKBOX 
 Shareholders

 FORMCHECKBOX 
 Government/local municipality

 FORMCHECKBOX 
 Suppliers

 FORMCHECKBOX 
 Agents/dealers/distributors

 FORMCHECKBOX 
 Media (define which medium you deal with – press, radio, television)


	7. The key message
	

	· What information are you prepared to disclose/discuss?
	MACROBUTTON NoMacro ( [insert details]

	· What information is off-limits?
	MACROBUTTON NoMacro ( [insert details]


	8. Activities

 FORMCHECKBOX 
 Press releases

 FORMCHECKBOX 
 Exhibitions

 FORMCHECKBOX 
 Sponsorship

 FORMCHECKBOX 
 Plant tours

 FORMCHECKBOX 
 Meetings/functions

 FORMCHECKBOX 
 Community programmes/social responsibility initiatives

 FORMCHECKBOX 
 Promotions

 FORMCHECKBOX 
 Company annual reports

 FORMCHECKBOX 
 Staff newsletter/staff notice boards

 FORMCHECKBOX 
 Speeches

 FORMCHECKBOX 
 Press conferences

 FORMCHECKBOX 
 Demonstrations

 FORMCHECKBOX 
 Brochures




	9. Setting a budget

Have we included costs for:
	


	· PR expenses such as printing, photography, hiring of venues, catering, paying guest speakers, market research costs, paying for expert assessment or opinion etc.?
	 FORMCHECKBOX 


	· Administrative costs including salaries, motor vehicles, entertainment, membership fees, training and seminars etc.?
	 FORMCHECKBOX 


	· Administrative overheads, for example office rental, office equipment, telephones, stationery, postage, subscriptions etc.?
	 FORMCHECKBOX 



	10. Measure the results

MACROBUTTON NoMacro ( [insert details]
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