Equipment Care Schedule for Upcoming
Event

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Equipment Care Schedule
Dear [Recipient Name],

As we prepare for the upcoming [Event Name], it is essential to ensure that all equipment is
properly cared for and maintained. Below is the proposed care schedule for our equipment:

Equipment Care Schedule

Equipment Care Task Date Responsible Person
Microphones Inspect and clean [Insert Date] [[Insert Name]
Speakers Check connections and sound quality [Insert Date] [Insert Name]
Projector Test functionality and lens cleaning |[Insert Date] [Insert Name]
Lighting Equipment | Check bulbs and wiring [Insert Date] [[Insert Name]

Please ensure that the tasks assigned are completed on time. Let me know if you have any
questions or require further assistance.

Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



