
Press Release: Facility Relocation Briefing 

Date: [Insert Date] 

Dear [Media Outlet Name], 

We are reaching out to inform you about an important development at [Company/Organization 

Name]. Due to [reason for relocation], we are relocating our facility from [current location] to 

[new location]. 

The official briefing for media outlets will take place on [date] at [time]. We invite you to join us 

for this significant occasion where we will discuss the details of the relocation, its impact on our 

operations, and what it means for our community. 

Details of the Event: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert New Address] 

• RSVP by: [RSVP Date] 

During the event, [key speakers/titles] will provide insights and answer any questions you may 

have. This is a great opportunity to gather detailed information and understand our vision 

moving forward. 

Please confirm your attendance by contacting us at [contact information]. We look forward to 

welcoming you at the briefing. 

Thank you for your continued support! 

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 

[Contact Information] 


