
Press Conference Briefing 

Date: [Insert Date] 

To: [Sponsor Name] 

From: [Your Organization Name] 

Dear [Sponsor Contact Name], 

We are excited to announce an upcoming press conference to unveil [Event/Project Name]. As a 

valued sponsor, your presence will be significant in showcasing our partnership. Here are the 

details for the event: 

Event Details 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Venue] 

• Agenda: [Brief agenda items] 

Please confirm your attendance by [RSVP Date]. We believe your participation will enhance the 

overall impact of the conference. 

Thank you for your ongoing support! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


