
Press Invitation 

Date: [Insert Date] 

To: [Press Contact Name] 

Company: [Press Contact Company] 

Email: [Press Contact Email] 

Phone: [Press Contact Phone] 

Dear [Press Contact Name], 

We are pleased to invite you to attend [Event Name], which will be held on [Event Date] at 

[Event Venue]. This event aims to [briefly state the purpose of the event]. 

Details of the event are as follows: 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Event Venue Address] 

• Special Guests: [List any notable attendees or speakers] 

Your presence would be greatly appreciated, as we believe that your coverage will help us to 

reach a wider audience and make the event a success. 

Kindly confirm your attendance by [RSVP Date] to allow us to make the necessary 

arrangements. 

We look forward to welcoming you to [Event Name]. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


