
Request for Media Coverage 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Media Outlet's Name] 

[Media Outlet's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally request media coverage for our 

upcoming special event, [Event Name], which is scheduled to take place on [Event Date] at 

[Event Location]. 

This event aims to [briefly describe the purpose and significance of the event]. We believe it 

would be of great interest to your audience and would appreciate your support in covering it. 

We would be delighted to provide you with any additional information, including interviews 

with key participants or background details on the event, to facilitate your coverage. 



Thank you for considering our request. We look forward to the possibility of collaborating with 

you and hope to see you at [Event Name]. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


