
Media Coverage Request for the Annual 

Sports Fest 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Address] 

Dear [Recipient's Name], 

We are excited to announce that the Annual Sports Fest will take place on [Event Date] at [Event 

Venue]. This year, we anticipate a larger turnout than ever, with athletes from various 

schools/organizations participating in a range of sports including [List of Sports]. 

We believe that this event presents an excellent opportunity for media coverage, showcasing not 

only the athletic talents of our participants but also the spirit of sportsmanship and community 

engagement. We would like to formally invite [Recipient's Organization] to cover the event. 

The schedule for the day includes: 

• [Time] - [Event/Activity] 

• [Time] - [Event/Activity] 

• [Time] - [Event/Activity] 

We would greatly appreciate your presence and coverage of the event in any format you see fit, 

be it articles, interviews, or live broadcasting. Your participation would contribute immensely to 

the excitement and reach of our sports fest. 

Please let us know if you can join us and if there are any special arrangements you may need. We 

look forward to your positive response. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Organization] 

[Your Contact Information] 


