
Media Outreach Letter 

Date: [Insert Date] 

To: [Media Contact Name] 

From: [Your Name] 

Subject: Invitation for Pre-Event Coverage of [Event Name] 

Dear [Media Contact Name], 

I hope this message finds you well. I am reaching out to invite you to cover our upcoming event, 

[Event Name], scheduled for [Event Date] at [Event Location]. This event aims to [briefly 

describe the purpose of the event and its relevance to the audience]. 

We believe that your coverage would enhance the reach of our event and provide valuable 

insights to your audience. Attached are the event details, including a schedule of activities and 

key speakers who will be attending. We are also happy to provide any additional information or 

arrange interviews with our team members, should you wish to do so. 

We would be thrilled if you could help us spread the word and provide your audience with pre-

event coverage. Please let us know if you are interested in attending or require further 

information. We look forward to the possibility of working together. 

Thank you for considering our invitation. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address] 


