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EXECUTIVE SUMMARY: CRISIS COMMUNICATIONS — A
BEST PRACTICE GUIDE FOR PR PROFESSIONALS

EXECUTIVE SUMMARY

Be familiar with the inner workings of all company departments. PR teams that are up
to speed on this front will be able to respond to a crisis in a more efficient manner.
Brainstorm with your team to determine possible crisis situations. Then write boilerplate
responses. In an actual crisis, these boilerplates may be modified to fit the situation.
Determine the appropriate person or group to answer or respond to a particular
category of crisis. For example, the CFO might be a logical point of contact to talk about
a financial issue, while an engineer might be better suited to discuss product related
issues.

When a crisis hits, always consult with the management team as soon as possible to
get their take on the situation.

Always keep legal on speed dial.

Make sure the message being conveyed is clear and concise.

Make certain that all responses disseminated by the company are consistent and that
there are no discrepancies.

THOMSON REUTERS TIP SHEET
Crisis Communications Checklist for Public Relations

BEFORE A CRISIS HITS
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Assess the potential range of “crises” for the company and prepare statement
boilerplate and disaster plans.

Determine spokespeople and backup spokespeople in the event of a crisis.

Establish a “Rapid Response Team.”

Prepare “dark pages” for your company’s web site to address potential crisis situations.
Maintain ongoing, open communications with the media to ensure best credibility.

TER A CRISIS HITS

Assess the situation quickly, and keep senior management in the loop.

Draft a message for a media audience; collaborate with IR and legal teams.

Be sure the message acknowledges the problem, and includes the company’s plans for
addressing/resolving the crisis. Use simple, straightforward language.

Activate pre-prepared “dark pages.”

Utilize video conferencing and webcasts to get the message out and reassure
stakeholders.

Be prepared to respond to press questions in a timely fashion.

Release a press statement via newswire.

FULL REPORT
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About Thomson Reuters

Thomson Reuters is the world’s leading source of intelligent information for businesses and professionals. We combine industry expertise with
innovative technology to deliver critical information to leading decision makers in the financial, legal, tax and accounting, scientific, healthcare and
media markets, powered by the world’s most trusted news organization. With headquarters in New York and major operations in London and
Eagan, Minnesota, Thomson Reuters employs more than 50,000 people in 93 countries. Thomson Reuters shares are listed on the New York
Stock Exchange (NYSE: TRI); Toronto Stock Exchange (TSX: TRI); London Stock Exchange (LSE: TRIL); and Nasdaq (NASDAQ: TRIN). For more
information, go to www.thomsonreuters.com.

About Corporate Services

Maximize the value of your company with our suite of corporate solutions across the Investor Relations, Corporate Communications, Treasury and
Corporate Finance functions. Leveraging more than two decades of experience serving the global corporate marketplace, our solutions are
designed to increase the efficiency and effectiveness of your daily workflow to help you reach business decisions quickly and with confidence.
Backed by knowledgeable client service professionals dedicated to proactive outreach and training, Thomson Reuters is the partner of choice for
more than 5,000 corporations worldwide.

Contact us at:
thomsonreuters.com
tfcorporate@thomson.com
North America: 866.915.9891
Europe: +44.207.369.7199

Asia: +852.2533.5564
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This disclaimer is in addition to and not in replacement of any disclaimer of warranties and liabilities set forth in a written agreement between Thomson
Reuters and you or the party authorizing your access to the Service (“Contract Disclaimer”). In the event of a conflict or inconsistency between this
disclaimer and the Contract Disclaimer the terms of the Contract Disclaimer shall control.

By accessing these materials, you hereby agree to the following:

These research reports and the information contained therein is for your internal use only and redistribution of this information is expressly
prohibited. These reports including the information and analysis, any opinion or recommendation is not intended for investment purposes and does not
constitute investment advice or an offer, or an invitation to make an offer, to buy or sell any securities or any derivatives related to such securities.

Thomson Reuters does not warrant the accuracy of the reports for any particular purpose and expressly disclaims any warranties of merchantability or
fitness for a particular purpose; nor does Thomson Reuters guarantee the accuracy, validity, timeliness or completeness of any information or data
included in these reports for any particular purpose. Thomson Reuters is under no obligation to provide you with any current or corrected information.
Neither Thomson Reuters, nor any of its affiliates, directors, officers or employees, will be liable or have any responsibility of any kind for any loss or
damage (whether direct, indirect, consequential, or any other damages of any kind even if Thomson Reuters was advised of the possibility thereof) that
you incur in connection with, relating to or arising out of these materials or the analysis, views, recommendations, opinions or information contained
therein, or from any other cause relating to your access to, inability to access, or use of these materials, whether or not the circumstances giving rise to
such cause may have been within the control of Thomson Reuters.
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distribution or use would be contrary to law or regulation or which would subject Thomson Reuters or its affiliates to any registration requirement within
such jurisdiction or country.
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