
Media Coverage Request for Upcoming 

Event 

Date: [Insert Date] 

To: [Media Contact Name] 

[Media Outlet Name] 

[Media Outlet Address] 

Dear [Media Contact Name], 

I hope this message finds you well. I am writing to formally request media coverage for an 

upcoming event organized by [Your Organization Name], titled "[Event Title]". This event is 

scheduled to take place on [Event Date] at [Event Location]. 

The purpose of this event is to [briefly explain the purpose or theme of the event]. We believe 

that your media outlet can help us reach a wider audience and engage more community members 

in this important conversation. 

Details of the Event: 

• Event Title: [Event Title] 

• Date: [Event Date] 

• Time: [Event Start Time] to [Event End Time] 

• Location: [Event Location] 

• Expected Attendees: [Number of Attendees] 

• Special Guests: [Names, if any] 

• Additional Highlights: [Any special activities, speakers, etc.] 

We would be honored to have [Media Outlet Name] cover this event and help us in spreading the 

word. We are open to a variety of coverage options, including interviews, articles, or 

participation in live broadcasts. 

Thank you for considering our request. Please feel free to contact me at [Your Phone Number] or 

[Your Email Address] to discuss this further. We hope to hear from you soon! 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization Name] 

[Your Organization Address] 



[Your Organization Phone Number] 

[Your Organization Email Address] 


