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1. MEDIA AND PUBLIC RELATIONS POLICY

A. Purpose
This section sets forth the policies of ULAB with regards to undertaking activities related to media engagement. The purpose
is to provide a comprehensive set of principles to govern the formulation of ULAB's public relations and media strategies and
the execution of any associated activities. Adherence to this will provide an efficient framework to facilitate timely
dissemination of information which will benefit ULAB.
B. Objectives
1. Establishing the operational process within the Communication Office
2. To identify the tiers of media houses in relation to ULAB and strengthen its media network and raise its profile
nationally through various media content, and support media houses with advertisements, which will contribute to
the development of a trusted relationship with media.
3. To set parameters for media coverage according to the tier of media houses
4. To train existing ULAB staff on media engagement
C. Operational Process

ULAB Communication office will engage in the following process to undertake all media engagement for ULAB and increase
its visibility:

Academic Departments & Communication Team will initiate the

Administrative Units will send process of media coverage for events

Communication Office the request for which are the Communication Office’s
media coverage responsibility

Communication Office will
P decide on the best media house |«
for the coverage

|

After publishing the media content
in various media houses, a report
will be sent back to the
unit/department who requested

!

Media Coverage Report will be
maintained

The Communication Office will place various advertisements in various newspaper and other media houses in the following
manner:
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Compare previously paid
amount for the same purpose to
the concerned media house

!

Seek approval from Pro-VC
regarding the budget for the
media house

!

Share work order with the

media house after approval

from VC, citing the size and
publishing date

4

Acquire copy of newspaper that
published ULAB ad, and store it
as inventory

Parameters of Targeted Schools and Colleges

Primary Catchment Area - Within a 4-kilometer radius of ULAB and its bus routes, which encompasses the following
areas: Dhanmondi, Green Road, Central Road, Elephant Road, Jigatola, Shankar, Mohammadpur, Lalmatia, Adabor,

Mirpur & Mirpur DOHS, Rupnagar.

Secondary Catchment Area - Within a 4-kilometer radius of Tier 1 Areas, which encompasses the following areas:
Eskaton, Siddshewari, Shantinagar, Moghbazar, Malibagh, Narayangong -

Tertiary Catchment Area - Not connected to Tier 1 & Tier 2 areas
Gulshan, Banani, Utttara

Parameters for media coverage according to the tier of media houses

Capacity Development
1. All spokespersons and media focal persons will be trained to handle media relations.

2. All ULAB staff must receive a general orientation on protecting and promoting ULAB’s image to the external
audience.

3. Al ULAB staff must receive a general orientation on how to communicate when talking about gender, persons
with disabilities or persons from other ethnicities.

Review of Content for Media Distribution

The media coordination unit of ULAB will review all media materials as and when required and provide advice in
general.
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2. All media materials will undergo ULAB’s standard

blicly di inated process for reviewing communication materials before they are
publicly disseminated.

3. ULAB will conduct annual

. assessment of its media engagement activities to strengthen its relationship with media
and to plan effectively.

H. Policy Review

This policy will be reviewed annually and updated as necessary to reflect changes in marketing and outreach trends and
university objectives.

1. Exceptions

Any exceptions to this policy must be approved by the Pro-Vice Chancellor and documented by the Communication Office
team.

J. Effective Date

This policy is effective as of 15 July 2024 and will be reviewed annually for relevance and accuracy.
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