
Media Engagement Coordination Notice 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Coordination for Upcoming Media Engagement 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inform you about an upcoming media 

engagement pertaining to [Event/Project Name] scheduled for [Date/Time]. This engagement is 

aimed at increasing outreach and awareness through various media channels. 

Details of the Engagement: 

• Event Title: [Insert Title] 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

• Media Representatives Invited: [List of Media Outlets] 

It is vital that we coordinate our efforts to ensure a smooth execution of this media engagement. 

Please confirm your availability for a briefing session prior to the event on [Proposed Briefing 

Date/Time]. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


