
 
 
 

Office of Marketing, Media and Communications 

Media Release Checklist 
 
Date: ____________________________________________________________ 

Media Item: ______________________________________________________ 

Confirmation for Release Date: _____________________________________ 
 

Acceptance 
Criteria/Requirements  

 

Check This 
Box If “YES” 

 

Check This Box 
If “UNSURE” 

 

Dean’s Comments 
 

1. The contact 
information, time, date, 
and location included at 
the top 

   
 
 

2. Dateline placed before 
the lead 

   

3. The title conveys 
concisely the subject of 
the press release 
 

   

4. First paragraph (lead) 
answer the “W” 
questions (who, what, 
when, where, and why) 
 

   

5. First paragraph makes 
readers want to read the 
rest of the release 
 

   

6.Main body of the 
release give sufficient 
information about the 
facts of the event 
 

   

7. A boilerplate is present 
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8. Language concise, 
without being too 
flowery 

   

9. Grammar, vocabulary, 
spelling, and style been 
checked, necessary 
changes made 
 

   

10. The release is 
newsworthy 

   

11. Purpose of the item is 
being accomplished by 
the release 

   

12. Audio and /or 
audiovisual required in 
the release 

   

 
 
 
Approvers:​  
 
Dean: _____________________________​ Date: _________________________ 
 
Principal: ___________________________​Date: _________________________ 
 
 
 
See Sample Below 
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