
Request for Event Journalists to Attend Our 

Press Conference 

Date: [Insert Date] 

To: [Journalist's Name]  

[Media Outlet Name]  

[Media Outlet Address] 

Dear [Journalist's Name], 

We are pleased to invite you to attend our upcoming press conference scheduled for [Insert Date] 

at [Insert Time] at [Insert Venue]. This event will provide an opportunity for you to gain 

firsthand information about [Insert Topic of the Press Conference]. 

The agenda for the press conference includes key presentations from [Insert Names of Speakers] 

followed by a Q&A session. We believe that your presence will add value to the event and help 

spread the word about [Insert Purpose of the Event]. 

Please confirm your attendance by [RSVP Date] so we can make the necessary arrangements. 

We look forward to welcoming you at the press conference. 

Best Regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Contact Information] 


