Relocation Event Coordination

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

We are excited to inform you about the upcoming relocation event scheduled for [insert date] at

[insert location]. As part of our planning process, we would like to coordinate various aspects to
ensure a smooth transition.

Event Details:

o Date: [Insert Date]
e Time: [Insert Time]
e Location: [Insert Location]

Coordination Requests:

We kindly request your assistance with the following:
o Logistics and transportation arrangements
« Vendor coordination for food and supplies
o Designating team members for different tasks

Please confirm your availability for a brief meeting to discuss these details further. We look
forward to your cooperation to make this relocation successful.

Thank you for your attention.
Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



