
Press Event Coordination Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your coordination for an upcoming 

press event hosted by [Your Organization's Name]. The event is scheduled to take place on 

[Event Date] at [Event Location]. 

The purpose of this event is to [Briefly Explain Purpose of Event]. We anticipate a gathering of 

key media personnel, industry leaders, and influencers, making it an excellent opportunity for 

exposure. 

We would greatly appreciate your assistance in organizing the event logistics, including 

managing invitations, setting up the venue, and coordinating with media representatives. 

Please let me know your availability for a meeting to discuss this further. We believe your 

expertise in event coordination will contribute significantly to the success of our event. 

Thank you for considering our request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


