
Letter of Application for Special Event Press 

Access 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Event Organizer's Name] 

[Event Organizer's Position] 

[Event Organization] 

[Event Address] 

[City, State, Zip Code] 

Subject: Application for Press Access to [Event Name] 

Dear [Event Organizer's Name], 

I am writing to formally request press access to [Event Name], scheduled to take place on [Event 

Date] at [Event Location]. As a [Your Position] with [Your Organization], I am keen to cover 

this event and provide our audience with insightful and timely coverage. 

Our organization focuses on [briefly describe your organization's focus and audience]. I believe 

that our coverage of [Event Name] will add significant value to our reporting and engagement 

with our audience. 

I respectfully request access for [number of press passes] for our team to ensure comprehensive 

coverage of the event. Please let me know if any further information is required to process this 

request. 



Thank you for considering my application. I look forward to the opportunity to work together to 

highlight the significance of [Event Name]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


