Venue Modification Advisory

Date: [Insert Date]

To: [Event Organizer's Name]

From: [Your Name / Organization]

Subject: Venue Modification Advice for [Event Name]
Dear [Event Organizer's Name],

We hope this message finds you well. We would like to bring to your attention some necessary
modifications regarding the venue for the upcoming [Event Name] scheduled on [Event Date].

Based on our assessment, we recommend the following changes to ensure a successful event:
« Change of venue layout: Consider adjusting the seating arrangement to enhance visibility
and accessibility.
« Additional safety measures: Implementation of extra exit routes for emergency

preparedness.

o Upgraded audiovisual equipment: Ensure that sound and projection capabilities meet the
event specifications.

o Enhanced accessibility features: Verify compliance with ADA standards for guests with
disabilities.
We believe these modifications will greatly benefit your event and create a better experience for
all attendees. Please feel free to reach out if you need further assistance or clarification on any of
the suggested changes.
Thank you for your attention to these matters.
Sincerely,
[Your Name]
[Your Position]

[Your Organization]

[Contact Information]



