
Response to Media Inquiry 

Date: [Insert Date] 

[Media Contact Name] 

[Media Outlet Name] 

[Media Outlet Address] 

Dear [Media Contact Name], 

Thank you for reaching out to us regarding your inquiry about [specific topic or event]. We 

appreciate your interest in our organization and the work we do. 

In response to your questions: 

• Question 1: [Insert Answer] 

• Question 2: [Insert Answer] 

• Question 3: [Insert Answer] 

Please let me know if you need any further information or if there is anything else I can assist 

you with. We look forward to the possibility of working together and appreciate your coverage 

of our organization. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


