
Request for Media Event Coordination 

Assistance 

[Your Name] 

[Your Position] 

[Your Organization] 

[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 hope this message finds you well. I am reaching out to request your assistance with 

coordinating a media event that we are planning on [Event Date]. As [Your Organization] aims 

to raise awareness about [Event Purpose/Theme], we would greatly appreciate your expertise in 

managing the event logistics and media outreach. 

Key details of the event are as follows: 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Event Location] 

• Expected attendees: [Number of Attendees] 



Your support would be invaluable in ensuring the success of this event, and we believe that your 

experience in managing media events will significantly enhance our outreach efforts. 

Please let me know if you are available for a brief meeting to discuss this further. I look forward 

to the opportunity to collaborate with you. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


