
Media Briefing Invitation 

Date: [Insert Date] 

To: [Media Contact Name] 

From: [Your Name] 

Subject: Media Briefing Regarding [Crisis Situation] 

Dear [Media Contact Name], 

We are reaching out to invite you to a media briefing concerning the recent crisis involving 

[briefly describe the crisis]. This briefing aims to provide accurate information, address 

concerns, and outline our responses to the situation. 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location or Virtual Link] 

Our team will discuss the following points: 

• Overview of the crisis 

• Steps taken by our organization 

• Future actions and preventive measures 

• Q&A session 

We appreciate your partnership in keeping the public informed during this important time. Please 

RSVP by [Insert RSVP Date] to confirm your attendance. 

Thank you for your attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


