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E-mail template for forwarding media requests:

Subject: URGENT media request/media request with X deadline

Dear X,

We have received the media request outlined below. Can you please confirm as soon as possible that you have received this email and can respond?

The journalist requires a response from by X
Journalist name/publication: X
Contact details:
Topic/questions they would like to discuss: X
How this information will be used: X
Additional information, commentary and guidance: X

Please let me know if you require any further information in the first instance.

Thanks,
X
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