
 

 

PR CHECKLIST 
 
How to approach the media 
Approaching the media should be considered an opportunity to build a relationship, 
rather than a once-off exchange.  
 

1. Research - select a couple of appropriate publications, find their editorial team’s 
contact details which are usually listed on the website somewhere. If you can’t find 
them, you can always call them to find out. 
 

2. Put together an email, addressing it personally if you have been able to find a 
direct person at the media outlet that writes specifically about ‘features’ or ‘family’ 
or ‘wellness’ or ‘community’. If you find the person’s name but can’t find their email 
address, a little trick I’ve found that works well sometimes (not every time) is to open 
up Google and type into the search bar: [first name] [last name] *@[company url] 
E.g. Amanda Rootsey *@shinefromwithin.com.au 
The asterisk acts as a ‘wildcard’ in Google. Alternatively, sending your email to a 
newsdesk or generic email address works great too - they check the emails that 
come in and I’ve had plenty of articles featured in the media from simply sending 
to this kind of email address. 
 

3. Craft the email in a way that shares a story for them and be mindful of getting your 
point across ASAP in the email and keep the text in the body of the email, rather 
than attaching a word doc. You can attach a doc as well but it’s just one more 
step they have to take to read it and it’s easier to read your story in the body of the 
email. Keep in mind their job isn’t to promote you or support you - it’s to write an 
interesting story.  
 

4. Always include your contact details and a couple of high-res images if you have 
them. 
 

5. Use manners and be courteous with media always, using language like “This is 
something I thought you might find interesting…” - don’t start with assumptions 
about knowing their readers better than them with statements like ‘I know your 
readers will love this..’ 

 
6. If the story is about you, you could also attach a bio to the email or have a ‘media’ 

page on your website (or even a Dropbox folder link) that you can direct them too 
with a number of high res images and professional bio so that they can select the 
best image for them. 
 

7. Set up a Google Alert. If you give the journalist everything they need, they often 
won’t get in touch for more information, send you a link or let you know that it’s 
gone to print. So you could set up a ‘Google Alert’ as well so that you get notified 
by email if anything pops up online using your name or business 
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name. You can set up your own Google alerts here 
[http://www.google.com/alerts/]. 

 
 
Some story angles to consider: 

● Client achievements (celebrate them!) 
● If you’re putting on any events - Local businesses coming together to support 

community  
● Some kind of statistic or fact about your industry and how you’re addressing this (it’s 

a good idea to set up some google alerts for things like this so you can act as new 
research is released and be seen as an expert) 

● Any awards that you have won or are being nominated for 
● Your story of why you started your business in the first place 
● Get creative - consider other aspects of your life that you could talk about and 

target a different editor? It doesn’t need to be business-focussed. For example, you 
could put yourself forward for an article on working from home, building a business 
as a mother, doing business gently (!), etc.  

 
Areas to try for PR: 

● Local newspapers, magazines, brochures, radio and TV (especially if you’re 
focussed on in-person work) 

● Sourcebottle.com.au website (or Helpareporter.com in the US) are great websites 
for putting yourself forward for articles. Journalists use them to put call outs for 
comment or experts on particular topics. You can register to receive email alerts or 
free so that if someone is writing a story on teenage girls, for example, you will be 
notified and can get in touch with them. 

● Blogs, websites and podcasts on a range of topics - start by creating a list of the 
dream places you’d like to be featured. 

 
Ask yourself... 
 
1. Where is my ideal client hanging out online? 
2. Where do they get their news? 
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Podcast Pitch Template Example from Nicola Newman  
 
Please feel free to use this template as the basis for your own podcast pitch and be sure to 
amend it to suit your business. 
 
  
 
Hello (INSERT NAME), 
 
My name is Hayley. I’m Nicola Newman’s online business manager, and we think she 
could be a great fit for your podcast.  
 

 
 
Nicola is an award-winning artist, creative living mentor and business coach, writer, and 
founder of Flourish: The Art of Creative Living, a year-long creativity school. She’s also 
currently cruising the coast of Australia in a 35-foot sailboat.  
 
In her year-long creativity school, “Flourish: The Art of Creative Living,” she helps clients 
cultivate a loving relationship with themselves through mindfulness and creative 
expression.  
 
Nicola would love to share an episode around 'The Art of Creative Living,” if that sounds of 
interest to you and your listeners. As someone with a career spanning two decades as a 
professional artist, and many years experience as a creative mentor and teacher, she is so 
passionate about supporting others to create a life that lights them up from the inside, and 
she would be thrilled to have the opportunity to explore any of the following themes:  
 

● The Art of Creative Living  
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● Finding Your Creative Flow 
● Creative Living & Working with Self Doubt  
● Creativity, Curiosity & Courage 
● Using art to get present and calm an active mind 
● The Gifts of Mindfulness and Creativity  
● Embracing Creativity as Self-Care 
● Creative Living & Trusting the Process  
● Developing Your Intuition Through Creative Expression 
● How to Dissolve Creative Blocks  
● Courageous Creativity & Overcoming Perfectionism  

 
Or you could dive into a topic Nicola loves to explore which is the methodology 
underpinning her Flourish: The Art of Creative Living year-long program, which includes 
 
“The Three Phases of Creative Living: Creative Renewal, Creative Practices and Creative 
Projects”  
 
She can share these phases along with simple practices to support your listeners through 
each phase. Here’s a brief overview of the three phases:  
 
Creative Renewal - This is where we practice unshaming, discover the gifts of mindfulness 
and how being present opens up a world of freedom in our creative expression. We let go 
of past stories about our creative abilities and destiny, shine a light on our creative lineage 
as we uncover what attitudes and values around creativity we may have absorbed from 
our family, invite healing of past negative experiences, then explore how to give ourselves 
a sense of safety while embracing playfulness, curiosity and gentleness as we set our 
intentions for the next chapters of our creative lives. 

Creative Practices - This is where we learn a range of creative modalities to help us tap 
into flow and freely express our creativity using processes such as painting, writing and 
photography. From learning how to mix colours, to using free journalling to shape a life 
that is authentic to you, we explore creative practices to support you to express your 
innate creativity. We learn how to incorporate mindfulness to navigate any potential 
messages from your inner critic or judge during the creative process and instead foster a 
loving relationship with yourself and embrace the pure joy that can emerge from the 
process of creating. 

Creative Projects - This is where we choose what we want to dedicate our precious life 
minutes to and decide which projects on our list of possible projects to explore. We gain 
an understanding of how rhythms and seasons impact our creative projects and how to 
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work with those rhythms, instead of against them. We uncover how your personality and 
sensitivities play a part in your creative process and how to nurture yourself with 
compassion and understanding through the messy middle. We explore how natural 
rhythms like the menstrual cycle or moon cycle can help support us to bring our creative 
projects to life, and finally, we look at the importance of knowing the difference between 
passion projects and work projects and how they each fit into your creative legacy.  

I invite you to check out Nicola’s bio and headshots here and tune into Nicola’s podcast 
The Art of Creative Living, too.  
 
You can also hear Nicola being interviewed on Your Creative Life podcast, the League of 
Extraordinary Introverts podcast and The Mojo Radio Show podcast. 
 
For your information, we are happy to share details of Nicola’s community: 
 
Newsletter: 6500 subscribers 
Facebook: 3900 followers 
Instagram: 1300 followers 
Youtube: 2200 subscribers 
 
We Share Your Podcast 
 
Each time she is interviewed, Nicola shares the podcast episode across her social media 
platforms and we feature it on her website with a link back to the episode too. 
 
Book an Interview in Nicola’s Calendar 
 
If this all feels like a yes for you,  please feel free to book in a time that suits you for an 
interview directly in Nicola’s calendar here.,  If there isn’t a suitable time, please let me 
know directly and we can work with you to arrange a time that suits. Alternatively, if you 
have your own podcast scheduling calendar, please feel free to send that through and 
we can work with your timeline. 
 
Also, please don't hesitate to let me know if you would like any further information or have 
any questions at all. 
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I also understand you likely get requests like this all the time and may not be able to say 
"yes" - but I wanted to introduce you to Nicola and her work just in case it feels like a good 
fit for you. 
 
Thank you so much for your time and we look forward to hearing from you soon! 
 
 
[SIGN OFF] 
 

Page 6/6 | gentlebusinessmastermind.com | ⓒ Gentle Business Mastermind 2019 


