
Request for Detailed Editorial Calendar 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request a detailed editorial calendar for the upcoming content cycle. 

Having a clear and comprehensive overview of the planned content will greatly aid in our 

strategic planning and resource allocation. 

We would appreciate it if you could provide the editorial calendar by [insert deadline], including 

key topics, publication dates, and any relevant details that can guide our preparation and 

collaboration. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


