Press Release Checklist Template

Follow this checklist to make sure that everything you need for your press release is ready to go.

· Is the logo positioned in the center of the press release?
· Is the release date correct?
· For immediate release in the top corner?
· Is the publish date correct?
· Is the contact information in the right-hand corner?
· Name
· Phone number
· Email
· Is the location of the organization in the correct all caps format?
· Is all the relevant information in the top paragraph of the press release?
· Is the boiler plate at the bottom of the template?
· Are the pound signs in the correct places?
· Is the spacing formatted correctly?
· [bookmark: _GoBack]Two lines between each paragraph?
· Is the press release error free?
· Spelling 
· Grammar
· Any incomplete sentences?
· What time is the press release being published?
· Are the contacts in our media list up to date?
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