
Media Invitation 

Date: [Insert Date] 

To: [Media Outlet Name] 

Attention: [Recipient's Name] 

Dear [Recipient's Name], 

We are pleased to invite you to cover our upcoming event, "[Event Title]," which will take place 

on [Event Date] at [Event Location]. The event will commence at [Start Time] and will feature 

[Brief Description of Event Activities]. 

As a valued member of the media, your presence would greatly enhance the event and provide 

significant exposure to our initiatives. We believe that your coverage will inform and engage 

your audience about our work and its impact on the community. 

Please find attached the itinerary of the event and additional information for your convenience. 

We would be grateful if you could confirm your attendance by [RSVP Date]. Should you have 

any questions, please don't hesitate to reach out to us at [Contact Information]. 

Thank you for considering our invitation. We look forward to welcoming you to [Event Title]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


