
 
 

 

 

Press Kits Checklist 

 

Basic Components 

 
 Cover Page 

 

o Title 

o  Logo 

o  Contact Information 

 

 Company Overview 

 

o Brief History 

o Mission Statement 

o  Key Personnel Bios 

 

 Product/Service Information 

 

o Description 

o Features and Benefit 

o  Pricing 

o  Availability 

 

 Press Releases 

 

o Latest News 

o  Major Milestones 

 

 Media Coverage 

 

o Recent Articles 

o Notable Reviews 

 

 Multimedia 

 

o High-Resolution Images 

o Videos 

o Logos 

 

 Additional Resources 

o Fact Sheet 

o FAQs 

o  Backgrounders 

 

 Contact Information 

o  Media Contact Person 

o Social Media Links 



 Tips for Effectiveness 

o Keep it concise and relevant 

o Use high-quality visuals 

o Regularly update the content 

o Make it easily accessible 

o Ensure professionalism and accuracy 

 

This checklist covers the essential elements of a press kit in a concise format. Adjust as needed. 


