
Media Query Sheet 
 

Date/Time:  
 
Person taking query:  
 
Reporter’s deadline:  

Reporter’s name:  
 
Name of media:  
 
Phone number:  
 
Fax number: 
 
E-mail:  

Background information:  

Media questions: 
 

Date/time of coordination:  
 
Name of person/office/phone number: 
 
Information received: use reverse side or attach 

Date/time of reply to reporter: 
 
What was told/given to reporter: use back side and/or attach 
information 

 


