Media Procedures

Contact information
Phone: 060 61 2555
Email: communications@aua.am 
Website: communications.aua.am

1. Inviting journalists to cover an event
· For an event to be covered by media representatives, be sure to notify the Office of Communications (hereinafter Communications) at least one week in advance, so that the office manages the process.
· When co-hosting an event, always check in advance if the other party intends to invite media representatives. If so, connect them with Communications, so that the office coordinates everything in collaboration with all parties.
2. Hosting journalists at AUA
· When hosting media representatives at AUA for an interview, regardless of whether or not you plan to speak on behalf of AUA, be sure to notify Communications about it via email at least one working day in advance in order to coordinate with AUA Security. Without proper approval and notification, the journalist will not be allowed to enter the University campus. In your email, please indicate the purpose, topic, date, time, and location of the interview.
· AUA Security must notify Communications in the case of any media representative or outside party entering AUA with a camera.
· Any media representative entering AUA should be accompanied by a Communications team member.
3. Giving interviews to media outlets 
· When invited for an interview in which you intend to speak on behalf of AUA or mention your affiliation with AUA, be sure to notify Communications at least one working day in advance.
· After the interview, if you have the interview link, please share it with Communications via email.
4. Sending a press release to media outlets
· To share a press release from your college, program, or office with the media, please be sure that it is done through Communications. Avoid direct interaction with media outlets. Communications will maintain direct contact with media representatives to ensure that media coverage aligns with AUA’s image and interests.
· As Communications sends out press releases, we also format them. Submit a media/press advisory with detailed information here. The office will format it appropriately and send it out.
· If the press release is to be shared with the local media, be sure to send Communications the information in Armenian. 
5. Coming across negative information about AUA
· If you come across an article or any other content about AUA that contains inaccurate information, criticism, or negative opinions, please be sure to bring it to the attention of Communications.
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