Process Steps: Communications Planning in newsroom
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Best Practice

Topic
suggestion

Possible criteria:

Checking the topic > Head of
proposal for relevance communications Strategic relevance, relevance
for more than one
unit/channel/target group,
international use, etc.
See decision tree:
What to put
in newsroom?
Y
. Head of Entry of topic contains:
EMyIORtopic > communications
in newsroom or topic owner - Title
- Owner
- Relevance for markets
OPTIONAL:
- Description
- Further owners
- Relevance for units
- Tags
- Confidentiality
Y
After entering a topic, activities can now be assigned to it in newsroom.
Plan
activities
Definition See decision tree:
o Topic owner What to put
of activities . o
in newsroom~
Entries for activities contain:
Entry of activity :
in newsroom > Topic owner - Status
- Working title

- Assignment to topic

- Date of publication

- Target unit

- Target market

- Activity type / campaign
- Owner

- Coordination language

OPTIONAL:

- Future activities

- Retention period

- Tags

- Confidentiality

- Description

- Link to further information

- Assignment to an event

- Scope

- Translations

- Recommendation of the
activity to further markets

EXAMPLE: Campaig

n to communicate the financial results of the first quarter

Topic:

Topic owner:

Finance communication

Definition of activities:
Press release, tweet,

> Head of
communications

Activity owner:

video statement, intranet
article, photos, graphics...

Possible event:
Q&A with journalists

Spokesperson
Finance

Entries for activities contain:

- Status: in progress

- Working title: Comm Q1

- Assignment to topic:
Finance communication

- Date of publication: May 5

- Target unit: Corporate

- Target market: Germany

- Activity type / campaign:
choose all relevant
campaign elements

- Owner:
define per campaign element

- Coordination language: EN

OPTIONAL:

- Future activities: no

- Retention period: none

- Tags: finance, business, quaterly
results

- Confidentiality: yes

- Description: ...

- Link to further information: ---

- Assignment to an event:
Q&A with journalists

- Scope: international

- Translations: GER, ...

- Recommendation of the
activity to further markets: ...




