
Response to Media Inquiry 

Date: [Insert Date] 

To: [Media Contact Name]  

[Media Organization Name]  

[Media Organization Address]  

[Media Contact Email]  

[Media Contact Phone Number] 

Dear [Media Contact Name], 

Thank you for reaching out to us regarding your inquiry on [specific topic]. We appreciate your 

interest in our organization and the work that we do. 

In response to your questions, we would like to provide the following information: 

• [Response to Question 1] 

• [Response to Question 2] 

• [Response to Question 3] 

We hope this information assists you with your story. Should you require any further details or 

clarifications, please do not hesitate to reach out. 

Thank you once again for your interest. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization Name]  

[Your Organization Phone Number]  

[Your Organization Email] 


