
Request for Coverage: Community Event 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out to request your esteemed coverage of our 

upcoming community event, [Event Name], which will take place on [Event Date] at [Event 

Location]. This event aims to [briefly describe the purpose and significance of the event]. 

We believe that your presence would greatly enhance the event, and your reporting would 

provide valuable exposure to our community's efforts. We anticipate [insert expected turnout, 

highlight any special guests or unique features of the event]. 

Details of the event are as follows: 

• Date: [Event Date] 

• Time: [Start Time - End Time] 

• Location: [Event Location] 

• Contact Person: [Your Name & Contact Information] 

We would be grateful if you could attend and cover the event, and we are happy to provide any 

additional information or resources you may need. Thank you for considering our request, and 

we hope to see you there! 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


