
EXAMPLE MEDIA INQUIRY SHEET

	DATE
	You will be able to spot busy periods.

You could also note dates/times when you asked colleagues for information, called the journalist back, and so on. 

	TIME
	You may have a cluster of calls [perhaps following a story in the morning papers].

Also note here the deadline if the journalist cites one.

	NAME
	

	REPRESENTING
	If the caller is a freelancer, do ask whom they are producing this piece for.

	TEL.NO.
	

	FAX

E-MAIL
	

	ADDRESS


	You may want to send information, or some of your materials, now or at a later date. It is important to get these details for freelancers [including 'special correspondents'] as mail sent via the publication's offices may not reach them quickly.

	DETAIL


	Note here what the caller wants. Ask what the piece is about; why is it of interest at the moment; what is required - a quote, an interview on the telephone, or an interview to be fixed up. When can you ring back? When will the programme or publication go out? Where did the caller find your name? Are they clear about what your organisation does?
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