
Official Media Communication 

Date: [Insert Date] 

To: [Insert Media Outlet/Contact Name] 

From: [Your Organization/Agency Name] 

Subject: Disaster Response Communication 

Dear [Media Contact's Name], 

We are reaching out to inform you about the recent disaster event that has affected [Location] on 

[Date of Disaster]. Our organization is actively involved in the response efforts and we 

appreciate your role in disseminating crucial information to the public. 

Overview of the Disaster: 

• Type of Disaster: [e.g., Flood, Earthquake, etc.] 

• Date and Time of Incident: [Insert Details] 

• Current Impact: [Provide brief details about affected areas and populations] 

Our Response Efforts: 

[Include details about what your organization is doing in response, resources, teams deployed, 

etc.] 

How You Can Help: 

[Specify any calls to action for donations, volunteer opportunities, etc.] 

We encourage you to report on this developing story to keep the community informed. For 

further information or to schedule an interview with our spokesperson, please contact [Insert 

Contact Information]. 

Thank you for your continued support and collaboration during this critical time. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 



[Contact Information] 


