
Media Inquiry for Crisis Management 

Date: [Insert Date] 

To: [Media Outlet Name] 

From: [Your Name] 

Position: [Your Position] 

Organization: [Your Organization] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Subject: Urgent Media Inquiry Regarding [Crisis Topic] 

Dear [Media Contact Name], 

I hope this message finds you well. I am writing to address the ongoing situation regarding 

[briefly describe the crisis]. As part of our commitment to transparency and timely 

communication, we would like to provide you with accurate information and address any 

concerns surrounding this matter. 

Please find below key details regarding the situation: 

• Overview: [Provide a brief overview of the crisis] 

• Impacts: [Outline the impacts of the crisis on your organization/clients] 

• Response: [Explain your organization's current response actions] 

• Future Steps: [Detail any planned future actions] 

We understand that this is a matter of public interest and are keen to ensure that your reporting 

reflects accurate information. We are available for interviews or further discussions, and would 

welcome the opportunity to collaborate with your team. 

Thank you for your attention to this important matter. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


