
Media Pass Request for Conference 

Attendance 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Conference Organizer] 

[Conference Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to request a media pass to attend the [Conference Name] scheduled for [Conference 

Date] at [Conference Location]. As a [Your Position] at [Your Organization], I am committed to 

providing insightful coverage of events that matter to our audience. This conference aligns 

perfectly with our mission to [Briefly State Your Mission/Goals]. 

My coverage will include reporting on [Specific Topics, Speakers, or Sessions], which will be 

featured in [Mention Your Publication/Platform]. I believe that attending this conference will 

allow me to share valuable information and insights with our readership. 

I kindly ask you to consider my request for a media pass. Please let me know if you need any 

further information or documentation to facilitate this request. 

Thank you for your time and consideration. I look forward to the possibility of joining you at 

[Conference Name]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


