When Reporters Call
Media Inquiry Form

Reproduce this form and make it available to any person in your organization whose responsibility it is to take calls from the public. Your next call may be from a reporter. This form will help you better prepare for media inquiries. 

	Date:                                                         Time:  

	Reporter’s Name:

	Media Organization:

	Stated Deadline:

	Phone:

	e-mail:

	What is he/she calling about? (the topic)

	What is triggering the story at this time? 

	Key points: 

1. 

2. 

3. 



	Note other people/organizations reporter is talking to: 

	Key message on this topic: 

	Action taken (call backs to reporter, include who took the action, date and time):

	Other comments/follow-up actions that need to be taken. 




For assistance or for a national source, contact National Community Action Foundation Media Advisor Laura Monchuk, 202-741-9410, ncaf.news@ncaf.org, www.ncaf.org
