
Media Contact Introduction Letter 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am reaching out to you as 

the [Your Position] at [Your Company]. We are passionate about [briefly explain what your 

company does or your area of expertise]. 

I would like to request an opportunity to discuss a potential interview featuring [Name of the 

Person to be Interviewed], who is [a brief description of their background or expertise]. We 

believe that [Name] can offer valuable insights on [specific topics or trends related to your 

industry or field]. 

We are flexible with scheduling and can adjust to your availability. Please let us know if you 

would be interested in this opportunity, and we can arrange the details accordingly. 

Thank you for considering this request, and I look forward to your positive response. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company] 


