PR Event Logistics Confirmation

Date: [Insert Date]

To: [Insert Recipient Name]

[Insert Recipient Title]

[Insert Company/Organization Name]

[Insert Address]

Dear [Recipient Name],

We are pleased to confirm the logistics details for the upcoming PR event scheduled for [Insert

Event Date] at [Insert Event Location]. In light of the recent security considerations, we have put
strong measures in place to ensure the safety of all attendees.

Event Details:

« Date: [Insert Event Date]
e Time: [Insert Event Time]
e Location: [Insert Event Location]

Security Measures:

All attendees must present a valid 1D upon arrival.

Security personnel will be stationed at all entry points.

Bag checks will be conducted as attendees enter the venue.

An emergency evacuation plan is in place, and will be communicated prior to the event.

We appreciate your cooperation in assisting us to create a safe environment for everyone
involved. Should you have any questions or require additional information, please do not hesitate
to contact us.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]



[Your Contact Information]



