
Media Briefing Notes 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Topic: 

[Insert Topic] 

Overview: 

[Brief overview of the issue or event] 

Key Messages: 

• [Key Message 1] 

• [Key Message 2] 

• [Key Message 3] 

Speakers: 

• [Speaker 1 Name] - [Title/Position] 

• [Speaker 2 Name] - [Title/Position] 

Background Information: 

[Provide relevant background information] 

Media Contact: 

[Contact Name] 

[Contact Title] 

[Email Address] 

[Phone Number] 


