
Letter of Event Entry Pass Distribution 

Date: [Insert Date] 

To, 

[Media Representative's Name] 

[Media Organization Name] 

[Media Organization Address] 

Dear [Media Representative's Name], 

We are pleased to inform you that the event "[Event Name]" will be held on [Event Date] at 

[Event Venue]. As a respected member of the media, we invite you to cover the event and share 

it with your audience. 

Your entry pass will be available for collection at the venue on the day of the event. Please 

present this letter along with your media identification to obtain your pass. We kindly request 

that you arrive at least [Specify Time] prior to the event to facilitate a smooth entry process. 

Should you have any questions or require further details, please do not hesitate to contact us at 

[Contact Information]. 

We look forward to your presence at the event. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


