
Below is an example of a simplified accreditation database for a press office of a soccer club. This 

example is created using a spreadsheet format (such as Microsoft Excel or Google Sheets) and  

 

This database serves as a centralized tool to manage and track accreditation for media personnel 

attending matches or events. Here's a breakdown of each field: 

ID Number: A unique identifier assigned to each accreditation entry for easy reference, this is 

optional more than anything. 

Name: Full name of the accredited individual. 

Media Outlet: The name of the media outlet or organization the individual represents. 

Field Name Description Example 

ID Number 

Unique identifier for each accreditation 

entry. 001 

Name Full name of the accredited individual. John Doe 

Media Outlet Name of the media outlet or organization. Sports Gazette 

Position/Role 

Job title or role of the accredited 

individual. Senior Sports Reporter 

Contact Information 

Email address and phone number for 

communication. john.doe@sportsgazette.com 

Accreditation Type 

Category of accreditation (e.g., Journalist, 

Photographer). Journalist 

Credentials Uploaded 

Indicator if credentials (e.g., press card) are 

submitted. Yes 

Approval Status 

Status of the accreditation application 

(Approved, Pending, Denied). Approved 

Accreditation Pass 

Number 

Unique number associated with the issued 

pass. PASS2022001 

Match Date/Event 

Date of the soccer match or event for 

accreditation. 2022-02-15 

Accreditation Zone 

Designation of the specific area the 

individual has access to. Press Box 

Notes/Comments 

Any additional notes or comments related 

to the accreditation. Special dietary requirements. 



Position/Role: Job title or role of the accredited individual (e.g., Journalist, Photographer). 

Contact Information: Email address and phone number for communication purposes. 

Accreditation Type: The category of accreditation (e.g., Journalist, Photographer). 

Credentials Uploaded: An indicator to confirm if required credentials, such as a press card, have 

been submitted. 

Approval Status: The status of the accreditation application (Approved, Pending, Denied). 

Accreditation Pass Number: A unique identifier associated with the issued accreditation pass. 

Match Date/Event: Date of the soccer match or event for which accreditation is granted. 

Accreditation Zone: Designation of the specific area or zone the individual has access to (e.g., Press 

Box). 

Notes/Comments: Any additional notes or comments relevant to the accreditation (e.g., special 

requirements). 


