
Request for Media Attendance 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Title] 

[Recipient Organization] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally invite [Recipient Organization] to 

attend and cover the upcoming [Conference Name], which will be held on [Date] at [Location]. 

This event promises to bring together leaders and experts from [briefly describe the focus of the 

conference, e.g., technology, healthcare, education], and we believe it would be of great interest 

to your audience. 

We expect [number] of attendees, including industry leaders, keynote speakers, and various 

organizations, which will provide ample opportunities for interviews, insights, and valuable 

content for your media coverage. 

We would be honored to have your team present at the conference. Please let us know if you 

require any further information or assistance regarding your attendance. 

Thank you for considering this opportunity. We look forward to the possibility of collaborating 

with [Recipient Organization] to share this exciting event with your audience. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


