
Event Entry Authorization for Media 

Personnel 

Date: [Insert Date] 

To: [Media Personnel's Name] 

From: [Your Organization's Name] 

Subject: Event Entry Authorization 

Dear [Media Personnel's Name], 

We are pleased to inform you that your request for entry to the [Event Name] scheduled on 

[Event Date] at [Event Venue] has been approved. 

This letter serves as your official authorization to access the event as a media representative. 

Please present this letter along with your media identification to the event security personnel for 

entry. 

We look forward to your coverage of the event and appreciate your support in sharing this 

occasion with your audience. 

Should you have any questions or require further assistance, please feel free to contact us at 

[Contact Information]. 

Thank you, and we look forward to seeing you at the event! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


