
Media Outreach Letter 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Media Contact Name] 

[Media Outlet Name] 

[Media Outlet Address] 

[City, State, Zip Code] 

Dear [Media Contact Name], 

I hope this message finds you well. I am writing to invite you to [Conference Name], which will 

be held on [Date] at [Location]. This annual event will bring together industry leaders, experts, 

and innovators to discuss [brief overview of the conference theme]. 

Your presence at this event would be greatly valued, and we believe that your coverage can help 

amplify the important discussions and insights that will be shared. Attendees will include [list 

notable attendees or speakers], providing a rich opportunity for interviews and stories. 

We would be delighted to arrange interviews with key speakers and offer you exclusive access to 

[any special events or networking opportunities]. Please find attached a press kit with further 

details about the conference, including the agenda and speaker bios. 

We would be thrilled if you could cover this event and share the insights with your audience. 

Please let me know if you are interested, and I would be happy to assist with your arrangements. 

Thank you for considering this opportunity. I look forward to hearing from you soon. 



Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


