
Press Release Distribution: Media Crisis 

Briefing 

Date: [Insert Date] 

To: [Insert Recipient's Name]  

[Insert Recipient's Title] 

[Insert Recipient's Organization] 

[Insert Recipient's Address] 

Dear [Recipient's Name], 

We are reaching out to you regarding a recent incident that has raised significant public concern. 

We value the role of the media in keeping the public informed and want to ensure that you have 

the most accurate and up-to-date information. 

We invite you to a media briefing scheduled for [insert date and time] at [insert location]. During 

this briefing, our team will provide comprehensive information about the situation, measures 

being taken, and the steps forward. A Q&A session will follow to address any inquiries you may 

have. 

Please find attached our official press release for further details. We encourage you to attend and 

appreciate your understanding of the importance of accurate reporting in times of crisis. 

Thank you for your attention to this important matter. Please confirm your attendance by [insert 

RSVP date]. Should you have any questions, do not hesitate to reach out to me at [insert contact 

information]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


