
Event Multimedia Production Confirmation 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

Dear [Client's Name], 

We are pleased to confirm our agreement to provide multimedia production services for your 

upcoming event, [Event Name], scheduled for [Event Date]. 

Details of the production include: 

• Event Type: [Event Type] 

• Location: [Event Location] 

• Service Package: [Service Package Details] 

• Production Start Time: [Start Time] 

• Estimated Completion Time: [Completion Time] 

Please find attached the contract outlining the terms and conditions of our services. Kindly 

review and sign it at your earliest convenience. 

If you have any questions or require further information, please do not hesitate to contact us. 

Thank you for choosing [Your Company Name]. We look forward to creating an exceptional 

experience for your event! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


