
Application Launch Briefing 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Application Launch Briefing for [Application Name] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to provide you with an overview of the 

upcoming launch of our new application, [Application Name], scheduled for [Launch Date]. 

Objective 

The primary objective of this launch is to [insert objective of the application]. 

Launch Details 

Launch Date: [Launch Date] 

Time: [Launch Time] 

Location: [Location/Platform] 

Agenda 

1. Introduction to [Application Name] 

2. Demonstration of Features 

3. Q&A Session 

4. Closing Remarks 

Key Stakeholders 

Please ensure that the following stakeholders are present at the briefing: 

• [Stakeholder Name 1] 

• [Stakeholder Name 2] 

• [Stakeholder Name 3] 

RSVP 



Kindly confirm your attendance by [RSVP Deadline]. 

Thank you for your attention, and I look forward to seeing you there. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


