
Media Access Request 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request access to media materials related to [specific event, project, or 

subject matter] that occurred on [date or time frame]. As a [your position or title] with [your 

organization or affiliation], this information is vital for my purposes, which include [briefly state 

your reasons for the request]. 

Specifically, I am seeking access to [list specific items or types of media you wish to access, e.g., 

video footage, photographs, press releases]. I am committed to using this material respectfully 

and will credit your organization where appropriate. 

If you need any further information or clarification regarding my request, please feel free to 

reach out to me at [your phone number] or [your email]. I look forward to your positive 

response. 

Thank you for considering my request. 

Sincerely,  

[Your Name] 


