
Reminder: Upcoming Public Relations 

Function 

Dear [Recipient's Name], 

This is a friendly reminder about the upcoming public relations function scheduled for [Date] at 

[Location]. We are excited to gather and discuss important initiatives, and your presence is 

highly valued. 

Please make sure to arrive by [Time]. The agenda will cover various topics, including [Brief 

Outline of Topics]. A light refreshment will be provided. 

If you have any further questions or need assistance, feel free to reach out at [Your Contact 

Information]. 

Looking forward to your participation! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


