
Press Inquiry Letter 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Agency Name]  

[Agency Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

To: [Recipient's Name]  

[Recipient's Position]  

[Media Outlet Name]  

[Media Outlet Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of covering an 

upcoming event organized by [Agency Name]. The event, titled "[Event Title]," is scheduled for 

[Event Date] at [Event Location]. 

[Briefly describe the event purpose and expected impact on the community. Include any notable 

guests, programs, or outcomes you anticipate.] 

We believe that your coverage of this event would greatly enhance awareness and support for 

our mission. We would be happy to provide any additional information or support you may need, 

including interviews with participants or organizers, press kits, and event access. 

Please let us know if you would be interested in covering the event or if you have any further 

questions. Thank you for considering our inquiry, and we look forward to your response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Agency Name] 


