
Media Crisis Communication Template 

[Your Company Name] 

[Date] 

To: [Media Outlet/Journalist's Name] 

Subject: Our Commitment to Transparency Amidst Recent Events 

Dear [Media Outlet/Journalist's Name], 

We are reaching out to address the recent developments concerning [specific issue or event]. At 

[Your Company Name], we believe in maintaining transparency and open communication with 

our stakeholders, including the media and the public. 

While we acknowledge the concerns raised, we want to assure you that we are taking this matter 

seriously. We are committed to [briefly outline actions taken or investigations initiated]. 

We understand that clarity is crucial during such times, and we want to provide accurate 

information regarding [specific incident]. Therefore, we invite you to [offer a press conference, 

interview, or provide a point of contact for further inquiries]. 

We appreciate your understanding and patience as we work through this matter. Our primary 

goal is to uphold the trust of our stakeholders and provide complete transparency moving 

forward. 

Thank you for your attention to this important matter. Please do not hesitate to reach out for 

further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


