
Media Access Guidelines 

Date: [Insert Date] 

To: [Media Outlet Name] 

From: [Your Organization Name] 

Subject: Guidelines for Behind-the-Scenes Media Access 

Dear [Media Contact Name], 

We are excited to welcome you to [Event/Location Name]. To ensure a smooth experience, 

please adhere to the following guidelines: 

Access Protocol 

• Approved media personnel must wear identification badges at all times. 

• Access to restricted areas is only permitted with prior approval. 

• Check-in at the media desk upon arrival for instructions. 

Conduct Expectations 

• Maintain professionalism and respect all event staff and attendees. 

• Do not disrupt ongoing activities during your coverage. 

• Interview schedules must be coordinated through our media relations team. 

Health and Safety 

• Observe all health guidelines related to the ongoing situation. 

• Report any incidents or emergencies to staff immediately. 

We appreciate your cooperation and look forward to working together during this event. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


