
PR Event Logistics Confirmation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Confirmation of PR Event Logistics 

Dear [Recipient Name], 

We are pleased to confirm the logistics for the upcoming PR event scheduled for [Event Date]. 

Below are the details regarding the promotional materials: 

Promotional Materials 

• Material 1: [Description] - Quantity: [Quantity] 

• Material 2: [Description] - Quantity: [Quantity] 

• Material 3: [Description] - Quantity: [Quantity] 

Event Details 

Location: [Event Location] 

Time: [Start Time] to [End Time] 

Please ensure that all materials are delivered to the venue by [Delivery Date]. Should you have 

any questions or require further information, feel free to contact me at [Your Phone Number] or 

[Your Email]. 

Thank you for your cooperation, and we look forward to a successful event! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


