Media Tour Logistical Information

Dear [Media Representative's Name],

We are excited to welcome you to the behind-the-scenes media tour of [Event/Location Name]
on [Date]. Below are the logistical details to ensure a smooth and enjoyable experience for
everyone involved.

Tour Detalils

o Date: [Date]
e Time: [Start Time] - [End Time]
e Meeting Location: [Address/Location]

Agenda

1. [Time] - Arrival and check-in

2. [Time] - Welcome and introduction
. [Time] - Tour begins

. [Time] - Q&A session

. [Time] - Concluding remarks

g1~ w

Transportation and Parking

Parking is available at [Parking Location]. Please confirm your arrival time to arrange for
parking passes if necessary. Public transportation options can be found [link to transportation
options].

Contact Information

If you have any questions or need further assistance, please do not hesitate to contact:

[Your Name]
[Your Position]
[Phone Number]
[Email Address]

We look forward to seeing you on [Date] for an enlightening experience!

Best regards,

[Your Name]

[Your Position]
[Company/Organization Name]



