
Media Coverage Request for [Event Name] 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Media Outlet Name] 

[Media Outlet Address] 

Dear [Recipient Name], 

We are excited to announce that [Event Name] will take place on [Event Date] at [Event 

Location]. This event aims to [brief description of the event purpose, e.g., promote 

sportsmanship, bring the community together, etc.], and we would like to formally invite [Media 

Outlet Name] to cover this event. 

As a significant annual event, we anticipate an impressive turnout of [expected number of 

participants/spectators], along with representatives from various local organizations. Your 

coverage would not only enhance the visibility of the event but also highlight the positive 

impacts on our community and encourage broader participation in future events. 

Event Details: 

• Date: [Event Date] 

• Location: [Event Location] 

• Time: [Start Time] to [End Time] 

• Contact Person: [Your Name], [Your Title], [Your Phone Number], [Your Email] 

We would be more than happy to provide press kits and any additional information required for 

your coverage. Please let us know your availability to discuss this further. 

Thank you for considering our request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization Name] 

[Your Phone Number] 

[Your Email] 


