
Checklist on how to Distribute a Press
Release
Here's a checklist to guide you through the process of distributing a press release:

#1. Define Your Goals:
● Clearly articulate what you aim to achieve with your press release.

Whether it's increasing brand awareness, driving website traffic, attracting
new customers, or announcing a significant milestone, having well-defined
goals will guide your distribution strategy.

#2. Craft Compelling Content:
● Write a concise and compelling press release that grabs attention from

the outset.
● Start with a strong headline that summarizes the key message of your

release.
● Use the inverted pyramid structure, presenting the most important

information first and following with supporting details.
● Include quotes from relevant stakeholders to add credibility and human

interest to your story.
● Ensure the press release is error-free and formatted correctly according to

industry standards.

#3. Identify Your Target Audience:
● Conduct research to understand your target audience's demographics,

interests, and preferences.
● Consider geographic location, industry sector, and media consumption

habits.
● Tailor your distribution list to include media outlets, journalists, bloggers,

and influencers who resonate with your target audience.



#4. Choose Distribution Channels:
● Select the appropriate distribution channels based on your goals and

target audience.
● Consider using a newswire service for broad distribution to media outlets

and online platforms.
● Leverage industry-specific publications and websites to reach niche

audiences.
● Utilize social media platforms to amplify your message and engage with

your audience directly.
● Publish the press release on your website or blog to ensure it's easily

accessible to stakeholders.

#5. Compile Media Contacts:
● Create a comprehensive list of media contacts relevant to your press

release.
● Research journalists, editors, bloggers, and influencers who cover topics

related to your industry or niche.
● In a centralized database or spreadsheet, organize contact information,

including names, email addresses, phone numbers, and social media
handles.

#6. Personalize Outreach:
● Customize your pitch for each media contact to increase the likelihood of

engagement.
● Reference previous articles or posts they've written that align with your

press release topic.
● Address recipients by name and demonstrate an understanding of their

beat and interests.
● Tailor your message to highlight the relevance and value of your story to

their audience.

#7. Optimize for SEO:
● Identify relevant keywords and phrases related to your press release topic.



● Incorporate these keywords naturally throughout the press release,
including in the headline, subheadings, and body text.

● Write a concise and descriptive meta-description to optimize search
engine visibility.

● Include alt text for images and multimedia elements to improve
accessibility and SEO.

#8. Include Multimedia Elements:
● Enhance your press release's visual appeal and shareability by including

multimedia elements.
● Incorporate high-quality images, videos, infographics, or data

visualizations that support and enhance your message.
● Ensure multimedia elements are relevant, professionally produced, and

aligned with your brand identity.

#9. Schedule Distribution:
● Choose an optimal time to distribute your press release for maximum

impact.
● When scheduling distribution, consider factors such as news cycles,

industry events, and audience behavior.
● Avoid busy times when your press release may get lost in the noise, and

aim for times when your target audience is most likely to be engaged.

#10. Follow Up:
● After distributing your press release, follow up with media contacts to

ensure they received it and gauge their interest.
● Personalize follow-up communications based on previous interactions

and responses.
● Be responsive to inquiries and provide additional information, resources,

or interview opportunities as needed.

#11. Monitor Results:
● Track the performance of your press release distribution efforts using

relevant metrics and analytics tools.
● Monitor website traffic, media mentions, social shares, and engagement to

gauge the effectiveness of your strategy.



● Analyze the data to identify trends, patterns, and areas for improvement.

#12. Adjust and Iterate:
● Based on the insights gathered from monitoring results, adjust your

distribution strategy as needed for future press releases.
● Continuously iterate and refine your approach to optimize outcomes over

time.
● Incorporate lessons learned from previous campaigns to inform future

strategies and improve results.


