
Media Coverage Request 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address Line 1] 

[Address Line 2] 

Dear [Recipient's Name], 

I hope this message finds you well. We are excited to announce our upcoming sponsorship of 

[Event/Project Name], scheduled to take place on [Event Date]. This initiative aims to [briefly 

explain the purpose and significance of the event]. 

We believe that your publication's coverage can significantly enhance the visibility of this event, 

highlighting our shared commitment to [relevant cause/initiative]. Therefore, we kindly request 

your assistance in covering this announcement as part of your media outreach. 

The main details of the event are as follows: 

• Event Name: [Event Name] 

• Date: [Event Date] 

• Location: [Event Location] 

• Guest Speakers: [List of notable speakers] 

We are also happy to provide any additional information you may need, including quotes from 

our executives and high-resolution images. Our goal is to ensure you have everything necessary 

for a comprehensive coverage of this announcement. 

Thank you for considering this opportunity to collaborate. We look forward to your positive 

response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 



[Your Contact Information] 


