
Media Inquiry for Event Coverage 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Media Outlet Name]  

[Media Outlet Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. We are excited to announce an upcoming event, [Event 

Name], scheduled to take place on [Event Date] at [Event Location]. This event aims to [briefly 

describe the purpose of the event and its significance]. 

We would like to extend an invitation for your media outlet to cover this event. Your presence 

would not only enrich the event but also provide valuable coverage to your audience. 

Details of the event are as follows: 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Event Location] 

• Key Speakers/Performers: [List of Key Speakers/Performers] 

Please let us know if you require any further information or specific arrangements for your 

coverage. We look forward to your positive response. 

Thank you for considering our event for coverage. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization] 


