
Event Agenda for Media Representatives 

Date: [Insert Date] 

To: [Media Representative's Name] 

From: [Organizer's Name] 

Subject: Agenda for [Event Name] 

Dear [Media Representative's Name], 

We are pleased to invite you to the upcoming [Event Name] taking place on [Date] at [Location]. 

Below is the agenda for the event: 

Event Agenda 

• 10:00 AM - 10:30 AM: Registration 

• 10:30 AM - 11:00 AM: Opening Remarks 

• 11:00 AM - 12:00 PM: Keynote Speaker: [Speaker Name] 

• 12:00 PM - 1:00 PM: Lunch Break 

• 1:00 PM - 2:00 PM: Panel Discussion 

• 2:00 PM - 3:00 PM: Networking Session 

• 3:00 PM - 4:00 PM: Closing Remarks 

We look forward to your attendance and coverage of our event. Should you have any questions, 

please feel free to contact us at [Contact Information]. 

Best regards, 

[Organizer's Name] 

[Organizer's Title] 

[Organization Name] 

[Contact Information] 


