
Media Production License Renewal Request 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

I am writing to formally request the renewal of our media production license, which is set to 

expire on [Expiration Date]. We are committed to continuing our quality production services and 

adhering to all regulations and guidelines as stipulated in our current license.  

Over the past year, we have successfully [mention any relevant achievements or projects], and 

we look forward to enhancing our contributions to the media landscape. Enclosed are all required 

documents and fees necessary for the renewal process.  

Thank you for your attention to this matter. Please let us know if you require any further 

information or documentation.  

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name] 


