
Pre-Event Site Evaluation Request 

Date: [Insert Date] 

To: [Insert Name] 

[Insert Title] 

[Insert Organization] 

[Insert Address] 

[Insert City, State, Zip] 

 

Dear [Insert Name], 

I hope this message finds you well. As we prepare for the upcoming [Insert Event Name] 

scheduled on [Insert Event Date], we kindly request a pre-event site evaluation to ensure that all 

necessary arrangements are in place. 

The site evaluation will help us assess the location's suitability for our needs, including 

accessibility, safety protocols, and technical requirements. We would appreciate the opportunity 

to discuss our specific needs and receive your insights on any potential challenges or 

recommendations. 

Could we schedule a visit to the site at your earliest convenience? Please let us know your 

available dates and times, and we will do our best to accommodate. 

Thank you for your attention to this matter. We look forward to your prompt response. 

 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


