
Press Tour Coordination Letter 

Date: [Insert Date] 

To: [Marketing Team/Recipient Name] 

Subject: Coordination for Upcoming Press Tour 

Dear [Recipient Name], 

We are excited to announce an upcoming press tour scheduled for [Insert Date]. This event aims 

to showcase our latest products/services and strengthen relationships with key media 

representatives. To ensure the smooth execution of this tour, we need your expertise and 

coordination. 

Details of the Press Tour: 

• Date: [Insert Date] 

• Location: [Insert Location] 

• Duration: [Insert Duration] 

Key Responsibilities: 

1. Coordinate transportation arrangements for the attendees. 

2. Provide a detailed itinerary including all scheduled activities. 

3. Ensure all necessary marketing materials are prepared and available. 

Please confirm your participation in the coordination process by [Insert Confirmation Date]. We 

believe that your input will be invaluable to the success of this event. 

Looking forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


