Media Enquiry Tracking Sheet

	Event Name:
	     
	Date:
	     


	Call Status

Action taken or required – By whom?
	     
	     
	     
	
	
	
	
	     

	Request/

Questions
	     
	     
	     
	
	
	
	
	     

	Callback Number(s)
	     
	     
	     
	
	
	
	
	     

	Reporters Name
	     
	     
	     
	
	
	
	
	     

	Media Outlet
	     
	     
	     
	
	
	
	
	     

	Time
	     
	     
	     
	
	
	
	
	     


Media Enquiry Tracking Sheet – Expanded Format

	Time of Call:
	     
	Date of Call:
	     

	Call Taken by:
	     


	Callers Name:
	     
	Media Outlet:
	     

	Contact Information:
	Phone/Cellular:
	     

	
	Fax:
	     

	
	Email:
	     

	
	Other:
	     


	Deadline or Date/Time of Interview:
	     


	Topic:

(what is story about)
	     

	Story Context:

(How is it being framed, who else is being interviewed…)
	     

	Specific Questions:
	     

	Interview Details:
	Anticipated Length:
	     

 FORMTEXT 
     

 FORMTEXT 
     

	
	
Live  FORMCHECKBOX 


Taped  FORMCHECKBOX 


	
	
In-Person  FORMCHECKBOX 


Phone  FORMCHECKBOX 

Satellite Tour  FORMCHECKBOX 


	
	Location:
	     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     


	Action Required:
	No further action required
	 FORMCHECKBOX 

	

	
	Return call expected 
	 FORMCHECKBOX 

	From:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

	
	Other:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	 FORMCHECKBOX 

	

	Action Taken:
	Responded based on FAQ’s
	 FORMCHECKBOX 

	

	
	Directed to website for details
	 FORMCHECKBOX 

	

	
	Directed to scheduled media briefing
	 FORMCHECKBOX 

	

	
	Referred to outside source
	 FORMCHECKBOX 

	Source:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

	
	Interview scheduled/confirmed
	 FORMCHECKBOX 

	

	
	Other:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	 FORMCHECKBOX 

	


