PRESS RELEASE TEMPLATE 5 OF 6
Crisis or Incident Update
How to use: replace every highlighted element in brackets with precise information. Delete any section that does not apply rather than leaving generic filler text.
Important communication principle: Include only verified information. Clearly distinguish confirmed facts from information that is still being investigated.
FOR IMMEDIATE RELEASE
[Organisation] provides update on [incident]
[Optional subheading stating the current situation or principal action being taken.]
LATEST UPDATE
[City], [Date and time] — [Organisation] is responding to [brief factual description of the incident].
At this stage, we can confirm: [state only the facts that have been independently verified].
INCIDENT SUMMARY
	Incident
	[Concise description]

	Date and time
	[Date and time of incident]

	Location
	[Location or affected service]

	Current status
	[Contained, ongoing or under investigation]


CONFIRMED INFORMATION
1. [Verified fact 1]
1. [Verified fact 2]
1. [Verified fact 3]
1. [Verified impact on people, operations or services, when known]
INFORMATION STILL BEING INVESTIGATED
[State which elements remain unknown or are still being verified. Do not speculate about causes, responsibility or consequences.]
IMMEDIATE ACTIONS
	Safety
	[Measures taken to protect people]

	Operations
	[Measures taken to maintain or restore services]

	Investigation
	[Internal or independent investigation underway]

	Support
	[Assistance provided to affected people]


Our immediate actions are [summarise the principal actions being taken].
COORDINATION WITH AUTHORITIES AND PARTNERS
We are working with [relevant authorities, emergency services, regulators, technical experts or partners] to [describe the purpose of the cooperation].
ORGANISATION STATEMENT
“[Add a factual quotation acknowledging the situation, explaining the organisation’s immediate priorities and confirming its commitment to further updates.]”
[Name]
[Job title], [Organisation]
NEXT OFFICIAL UPDATE
The next update will be provided by [specific date and time] or when [clearly defined condition].
Official updates will be published at: [official information page]
INFORMATION FOR AFFECTED PEOPLE
	Recommended action
	[Clear practical instruction]

	Customer or public helpline
	[Telephone number]

	Official updates
	[Link]

	Emergency information
	[Relevant official authority or link]


MEDIA ENQUIRIES
	Contact
	[Contact name], [Job title or crisis communication team]

	Email
	[Email address]

	Telephone
	[Telephone number]

	Updates
	[Official information page]
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