
Press Pass Request for Commemorative 

Occasion 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To Whom It May Concern, 

I am writing to request press passes for the upcoming commemorative event, [Event Name], 

which will be held on [Event Date] at [Event Location]. Our organization, [Your Organization], 

is committed to covering important events that honor [Brief Description of the Occasion]. 

As a representative of [Your Organization], I hope to document this significant occasion through 

interviews and photographs, ensuring that we can share this moment with our audience. We 

believe that this event deserves extensive coverage to highlight its importance and impact. We 

would greatly appreciate the opportunity to attend and report on the proceedings. 

Please let me know if you require any additional information or documentation to process this 

request. You can reach me at [Your Phone Number] or [Your Email]. Thank you for considering 

our request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


