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It’s tough, so tough.  In today’s world 

there are so many more 

opportunities to get your business 
noticed but the huge choice available 

to you is a challenge in itself. 
 

How do you get it all into focus? 

What are your priorities, how 

long do you keep trying something 

before you move on to the next 

thing?  Creating a PR calendar 

holds the answer.  It can all feel a 

bit overwhelming.  And, if you try 

too many different things at once 

you won’t make much of a dent 

anywhere, will you?  That’s hard.  

You’re working away but not 

getting any results. 

 

It’s why so many businesses dip 

their toe in the water with PR but 

then give up because they don’t 

get the results they wanted.  Have 

you done that?  Maybe you feel 

invisible and you know that needs 

to change but where do you start 

and how do you cut through all 

the noise to get noticed? 

 

You’re your best kept 

secret 
You’ve got a great product or 

service but that means nothing if 

no one knows about it.  You’re 

your best kept secret.  You want 

to get your business noticed, 

don’t you?  So, why haven’t you 

got a PR calendar that sets out 

exactly what you need to do, and 

when, and also highlights the 

opportunities that are up and 

coming that you can jump on to 

get more eyeballs on your 

business? 

If you haven’t got a calendar then 

your efforts are ad hoc, random, 

you’re responding in a ‘pick up, 

put down’ way that wastes time 

and effort.  Doing PR like that can 

be worse than not doing any PR at 

all.  Why?  Because, you’re 

continually trying to re-invent the 

wheel, you’re building relations 

and then letting those relations go 

and then you have to spend time 

and effort to pick them up again. 

It takes a lot more time and effort 

to do it all poorly, don’t you 

think? 

 

7 reasons your business 

needs a PR calendar 
Having a PR calendar makes a lot 

of sense, because: 

1.    It gives you clarity about what 

you are doing and when – you 

have an ‘at a glance’ picture of 

where your time needs to be 

focused short term and over the 

long term too. 

 

2.    You can contact the media in 

good time about launches, new 

products or services or initiatives.   

Some publications work three 

months in advance, and longer, 

and with that knowledge you can 

plan ahead for ideas to present 

and pitch. 

 

3.    You can identify those 

‘calendar’ opportunities where 

you can ride on the back of other 

people’s news and initiatives.  

There are a number of scheduled 

awareness days and weeks and 

those can provide opportunity for 

getting your business some 

attention.  You need to think 

wider than your specialist area – 

look at how your business can be 

creative in supporting initiatives or 

highlight its experience and staff as 

case studies.  Up and coming 

awareness days include: 

 29 May is World Digestive 

Health Day 

 26 June is Wallace and 

Gromit’s Wrong Trousers 

Day (for fund raising) 

 22 September is world car 

free day 

 

Once you have found the relevant 

awareness weeks and days it’s 

much easier to plan out how you 

can use them.  And, being the first 

to contact a journalist about them 

and offer them an angle or a story 

puts you in a good position 

because you’re making their job as 

easy as possible. 

 

4.    You become focused on 

activity that will help you to 

achieve your objectives and target 

the audiences you want to 

communicate with and to.  It helps 

you to stop wasting your time on 

activities that aren’t part of the 

plan.  That does not mean you 

won’t consider opportunities that 

come up and fall into your lap.  

But, it helps to keep you on track 

rather than being distracted with 

something on a whim. 

 

Debbie Leven 

How to create a PR calendar – and why you 

need one 
 

 

http://www.prcoach.co.uk/how-to-do-pr-part-2-objectives/
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5.    You can more easily plan, co-

ordinate and schedule activities to 

tie in with key themes – sharing 

your news announcements via 

social media, posting relevant 

blogs. 

 

6.    It creates a constant stream 

of activity that is much more 

effective than ‘one off’ PR hits.  

That momentum gives you the 

added bonus of producing 

coverage that you can then share 

with your followers and 

community.  Being more visible 

enhances your credibility and 

reputation. 

 

7.    It helps you put the systems 

in place so that you can create PR 

opportunities without always 

relying on your own news or 

ideas to get noticed. 

  

How to create a PR 

calendar 
If you’re not getting the visibility 

you want or you’re feeling like 

you’re putting yourself out there 

but still feeling invisible then it’s 

time to take a long hard look at 

your PR. 

 

The answer is a PR plan that will 

give you the clarity and focus you 

need – you’ll know what you are 

setting out to achieve, who you 

want to target and the specific 

messages you want to get across.  

No more faffing about with 

activities that aren’t focused on 

your objectives, no more wasting 

time on things that seem like a 

good idea at the time, no more 

doing things off the cuff in a mad 

scramble effort to find and 

connect with potential customers 

and influencers. 

 

A basic plan is all you need but it’s 

worth its weight in gold.  Once 

you have your plan it’s then a case 

of putting together a PR calendar.  

Here’s how to do it. 

 

Set up an excel spreadsheet.  You 

could use Word or another such 

programme but I find excel works 

well for me in being able to 

change things around and link 

things together more visually. 

Your activities will be listed in one 

column below each other.  The 

months of the year will head the 

columns from left to right. 

 

Have a look at this slideshare 

below to get an idea – slide 3 

gives you the visual 

representation.  It gives you the 

top level for starting a PR calendar 

– for each category descriptor 

you will then put in more detail 

for activity.  For example, the 

press releases you plan to do, 

specific events etc. 

 

The detail of what you need to list 

in your PR calendar will, of 

course, depend on your business 

and you’ll need to do some 

research too to pin down what is 

relevant.  But, here are some 

ideas to get you started for the 

types of activities to consider and 

include. 

 Press releases – new 

products, services, initiatives, 

collaborations 

 Awards deadlines 

 Topic/theme focus for key 

publications 

 Awareness days/weeks 

 Annual events where relevant 

(for example, the budget) 

 Seasonal events where 

relevant (Easter, Christmas, 

New Year, Summer, start of 

school, exam time) 

 Events – you will be hosting or 

attending 

 Speaker opportunities – to 

pitch yourself 

 Feature article placement 

 Guest blogging 

 Reviewing/updating materials 

 Reviewing/updating website 

 Newsletter – hard copy/digital 

version 

 Blog 

 Monitoring competitors and 

news stories 

 Social media 

 Keeping in touch with key 

bloggers and media contacts 

 

By planning out your activities in 

this way you can support strands 

of activity with others.  For 

example, post a blog tied to a 

theme that is in line with a guest 

blog or feature article, take a 

relevant seasonal theme and build 

that in to approaches to 

journalists with ideas as 

well as to your own social 

media and blogging 

calendar. 

Putting the calendar 

together runs alongside 

doing some research for each 

element – to find the right 

opportunities and also to identify 

specific contacts to approach.  

Your calendar shouldn’t be set in 

stone.  It should evolve with you 

and your business and always be 

fluid.  It’s something you will come 

back to time and again to keep 

your efforts streamlined and on 

track.  If you really want your PR 

to pack a punch then put together 

a plan and then get cracking on 

your PR calendar. 

 

Finding the right media contacts 

who will be interested in you, and 

how to get them interested, is a 

key part of your PR.  If you want 

ideas on where to go to find those 

media contacts who will want to 

hear from you, and other ways to 

get more media visibility for your 

business, then check out this (it’s 

free): 7 quick and easy ways to get 

media visibility. 

 

 © Copyright, Debbie Leven 

 

About the Author 

Debbie Leven is an award winning 

Public Relations consultant.  She 

has worked in Public Relations for 

more than twenty years and helps 

service based businesses and 

entrepreneurs get their message 

across and get more visibility on 

and offline via the media and guest 

blogging.  She hit the Number 1 

spot on Amazon for her book: 99 

Public Relations Tips for Small 

Businesses.  She’s been featured 

on The Huffington Post, Marketing 

Donut, Business Zone and 12 

Most.  She has just launched a 

Guest Blogger Matchmaker 

service – to save clients time and 

hassle in finding the right guest 

blogging opportunities for their 

business.      

 

Co-ordinates 
Email: debbie@prcoach.co.uk 

Web: www.prcoach.co.uk  

Twitter: twitter.com/debbieleven 

LinkedIn: 

https://www.linkedin.com/in/debbi

eleven 

        

http://www.prcoach.co.uk/free-pr-plan-template-kickstart-small-business-pr/
http://www.prcoach.co.uk/21-ways-make-press-release-stand/
http://www.prcoach.co.uk/how-to-get-a-guest-blog-on-the-huffington-post/
http://www.prcoach.co.uk/7-quick-and-easy-ways-to-get-media-visibility-2/
http://www.prcoach.co.uk/7-quick-and-easy-ways-to-get-media-visibility-2/
mailto:debbie@prcoach.co.uk
http://www.prcoach.co.uk/
https://twitter.com/debbieleven
https://www.linkedin.com/in/debbieleven
https://www.linkedin.com/in/debbieleven


 

 

 

 
 

 

          Better Business Focus  June 2015 

 

 

 

 

 

 
 

 

          Better Business Focus  June 2015 

 

 

 

 

 
 

 

          Better Business Focus  July 2015 

     

 
42 

Important Notice 
© Copyright 2015, Bizezia Limited, All 

Rights Reserved 
 

This article appeared in Better 

Business Focus, published by Bizezia 

Limited ("the publisher"). It is 

protected by copyright law and 

reproduction in whole or in part 

without the publisher’s written 

permission is strictly prohibited. The 

publisher may be contacted at 

info@bizezia.com (+44 (0)1444 

884220). 

 

The article is published without 

responsibility by the publisher or any 

contributing author for any loss 

howsoever occurring as a 

consequence of any action which you 

take, or action which you choose not 

to take, as a result of this article or any 

view expressed herein.  

 

Whilst it is believed that the 

information contained in this 

publication is correct at the time of 

publication, it is not a substitute for 

obtaining specific professional advice 

and no representation or warranty, 

expressed or implied, is made as to its 

accuracy or completeness. Any 

hyperlinks in the article were correct 

at the time this article was published 

but may have changed since then. 

Likewise, later technology may 

supersede any which are specified in 

the article. 

  

The information is relevant primarily 

within the United Kingdom but may 

have application in other locations. 

 

These disclaimers and exclusions are 

governed by and construed in 

accordance with English Law. 
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