Notification for Pre-Event VVenue
Walkthrough

Dear [Recipient's Name],

We are pleased to inform you that a pre-event venue walkthrough has been scheduled for the
upcoming [Event Name]. This walkthrough will allow us to review the layout, finalize
arrangements, and ensure that everything is in place for a successful event.

Date: [Date]

Time: [Time]

Venue: [Venue Name and Address]

Please make it a priority to attend as your input is invaluable in our preparations. If you have any
questions or cannot make it, feel free to reach out to me directly at [Your Phone Number] or
[Your Email].

Thank you for your cooperation, and we look forward to seeing you there!

Best regards,

[Your Name]

[Your Position]

[Your Organization]
[Contact Information]



