
[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Press Team Name] 

[Press Team Organization] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Press Team Name], 

We are pleased to confirm the arrangements for your upcoming behind-the-scenes visit to [Event 

or Location] scheduled for [Date]. This visit is an opportunity for you to gain insights and 

firsthand experience of our operations. 

Details of the visit are as follows: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Venue/Location Address] 

• Contact Person: [Contact Name, Phone Number] 

Please arrive at least [Number of Minutes] minutes early to allow for registration. A member of 

our team will meet you at the entrance to guide you through the experience. Following the tour, 

we will have a Q&A session where you can ask any questions you may have. 

We look forward to welcoming you and hope you find the visit both informative and enjoyable. 

Best regards, 

[Your Name] 



[Your Position] 

[Your Organization] 


