Worksheet: Media Contact Log

It is important to track all the media inquiries you receive.  During a crisis, make additional copies of this form so you can use one form for every call. For more information, see pages 99-100 in The CDC Crisis and Emergency Risk Communication manual.

Deadline:

____ 2 hours
____ Today a.m.      ____ Today p.m.     ____ ASAP         ____ Other

Media Outlet:

ٱ  Local 



 ٱ Regional

National  ٱ

____ TV
 ____ Daily/Wire     ____Radio               ____ Magazine     ____ Other
Caller’s Name:   ______________________________________________________
Organization: ________________________________________________________
Caller’s contact information: Phone(s):   ___________________________________




   Fax:   _____________________________________




   E-mail:  ___________________________________
Action Needed:




Action Completed:




ٱ  Return call expected from press officer

ٱ  Date and time _____________________
ٱ  Return call with E-mail or fax


ٱ  Date and time _____________________
ٱ  Other _______________________________
ٱ  Date and time _____________________
No action needed; call closed by:






ٱ  Question answered 







 ٱ Referred to Internet







ٱ  Referred to subject matter experts

ٱ  Other _______________________________
Comments:   __________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________
Taken by: _______________________________
Time: a.m. ___________   p.m. ______________
Date: ___________________________________
