
Media Engagement Event Booking 

Confirmation 

Dear [Recipient's Name], 

We are excited to confirm your booking for the upcoming media engagement event titled 

"[Event Title]" scheduled for [Date] at [Location]. 

Event Details: 

• Date: [Date] 

• Time: [Start Time] to [End Time] 

• Location: [Location] 

• Agenda: 

o [Agenda Item 1] 

o [Agenda Item 2] 

o [Agenda Item 3] 

Please confirm your attendance by responding to this email by [RSVP Deadline]. 

We look forward to your participation in this exciting event! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Phone Number] 

[Email Address] 


