[bookmark: _GoBack]Press release checklist
To be sure that your press release is up to scratch and has all the information and sign-off it needs,
just pƌiŶt off aŶd use the ĐheĐklist ǁe’ǀe Đƌeated foƌ you.

	Element
	Check…
	

	Embargo
	If there is an embargo, is it prominently placed and does it state the time zone?
	

	Title
	Does it clearly convey the main point?
	

	First sentence
	Does it encapsulate the story, explaining: who, why, what, when, where?
	

	Context
	How does this announcement/discovery either build on or contradict
ǁhat’s goŶe ďefoƌe?
	

	Quotes and comment
	Have you added a quote from an expert? Is it strong, without overstating the case? Have you checked it past the source?
Can you get a trustworthy third party to comment on the importance of this announcement?
	

	Images
	Can journalists easily access high-resolution photos or graphics? Is there a photo-opportunity?
	

	Original materials
	If the release surrounds the publication of a report or research paper, can journalists access a preview copy?
	

	Contact details
	Does it include out-of-hours contacts?
Are the relevant interviewees standing by?
	

	Corporate branding
	Have you added the right logos?
Is there a link to the website homepage?
Have you included the institute's boilerplate text?
	

	Funding
	Haǀe the fuŶdeƌs’ ƌeƋuiƌeŵeŶts foƌ aĐkŶoǁledgeŵeŶt ďeeŶ ŵet?
	

	Partners
	Are collaborators acknowledged?
	

	Sign-off
	Does the release have the approval required from senior management, funders and partners?
	

	… And finally
	Has someone else proofread it?
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