
Press Access Application for Conference 

Participation 

Date: [Insert Date] 

To: [Conference Organizer's Name] 

[Conference Name] 

[Conference Address] 

Dear [Organizer's Name], 

I hope this message finds you well. My name is [Your Name], and I am a representative of [Your 

Media Outlet/Company]. We are interested in covering the upcoming [Conference Name] 

scheduled for [Conference Dates] at [Location]. 

As a member of the press, I would like to formally request press access for [number of attendees] 

of our team to attend the conference. Our goal is to provide our audience with comprehensive 

coverage of the event, including keynotes, panel discussions, and interviews with speakers and 

attendees. 

We believe that our coverage will not only highlight the key themes of the conference but also 

increase visibility for the participating organizations. Please find attached our credentials and 

works that highlight our previous coverage of similar events. 

Thank you for considering our application. We look forward to your positive response and hope 

to contribute effectively to the publicity of the [Conference Name]. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Media Outlet/Company] 

[Your Phone Number] 

[Your Email Address] 


