
Media Coverage Request for Community 

Event 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

[Media Contact Name] 

[Media Organization Name] 

[Media Address] 

[City, State, Zip Code] 

Dear [Media Contact Name], 

We are excited to announce our upcoming community event, [Event Name], scheduled to take 

place on [Date] at [Location]. This event aims to [briefly describe the purpose of the event, e.g., 

foster community spirit, raise awareness for a cause]. 

We would like to invite [Media Organization Name] to cover this event as we believe it aligns 

with your commitment to community engagement and local news. Attendees will include 

[mention notable guests, local leaders, or community members], and we anticipate a turnout of 

[estimate the number of attendees]. 

The details of the event are as follows: 

• Date: [Date] 

• Time: [Start Time] to [End Time] 

• Location: [Venue/Address] 

• Description: [Brief description about the event] 

We would be grateful if you could send a reporter and camera crew to cover the event. We also 

invite you to conduct interviews with our organizers and participants. Your coverage would be 

invaluable in amplifying the message and impact of our initiative. 

Please confirm your attendance by [RSVP Date]. Should you need further information or 

assistance, feel free to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for considering this request. We look forward to the possibility of working with you 

to highlight this important community event. 



Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


