Inquiry About Panel Discussion Logistics

Date: [Insert Date]
Dear [Organizer's Name],

| hope this message finds you well. I am writing to inquire about the logistics for the upcoming
panel discussion titled "[Panel Discussion Title]" scheduled on [Date of Event]. As a participant
in this event, I would appreciate clarification on the following points:

e What is the confirmed location of the panel discussion?

e What time should we arrive for the event, and how long is the panel expected to last?

o Will there be any equipment provided for presentations, such as microphones or
projectors?

o Is there a specific dress code we should adhere to?

e Are there any materials or documents we need to prepare in advance?

Thank you for your assistance. | look forward to your prompt response as it will greatly aid in
my preparations.

Best regards,

[Your Name]

[Your Position]

[Your Organization]

[Your Contact Information]



