
RSVP Reminder: Corporate Media Briefing 

Dear [Recipient's Name], 

This is a friendly reminder regarding the upcoming corporate media briefing scheduled for 

[Date] at [Time]. We are excited to share our latest updates and insights with you. 

If you have not yet confirmed your attendance, please kindly RSVP by [RSVP Deadline] to 

ensure your spot. Your presence is greatly valued. 

Details of the briefing: 

• Date: [Date] 

• Time: [Time] 

• Location: [Location] 

• Agenda: [Brief Agenda Items] 

Thank you for your attention, and we look forward to your response. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


