
Legal +
Communications
Checklist
Every statement should be reviewed through
both lenses before release.

LEGAL REVIEW

Accuracy: Does the
statement reflect verified
facts only?

Confidentiality: Does it avoid
breaching privilege, NDAs, or
regulatory restrictions?

Admissions: Does it steer
clear of language that could
imply fault, liability, or
wrongdoing?

Consistency with Legal
Strategy: Does it align with
ongoing litigation or
negotiations?

Regulatory/Compliance:
Does it meet SEC, HIPAA, or
other applicable standards?

Risk Assessment: Could
opposing counsel or
regulators use this language
against the client?

COMMUNICATIONS REVIEW

Clarity: Is the message
written in plain English, free of
legal jargon?

Tone: Does it sound
empathetic, confident, and
professional (without
overpromising)?

Audience Fit: Is it tailored to
the concerns of each
audience (employees, clients,
regulators, media)?

Consistency: Is it aligned with
internal and external
messaging and timeline?

Timing: Does the release
align with operational or
regulatory milestones?

Soundbite Ready: Could a
reporter lift one sentence and
have it represent the client
fairly?

GATEKEEPING QUESTION “If this appeared as tomorrow’s headline, would it
support or undermine our client’s position?”


