
Event Multimedia Production Schedule 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Schedule for Upcoming Event Multimedia Production 

Event Details 

• Event Name: [Event Name] 

• Date: [Event Date] 

• Location: [Event Location] 

• Time: [Event Time] 

Production Schedule 

Date Time Activity Responsible Person 

[Insert Date] [Insert Time] Pre-Production Meeting [Name] 

[Insert Date] [Insert Time] Equipment Setup [Name] 

[Insert Date] [Insert Time] Rehearsal [Name] 

[Insert Date] [Insert Time] Live Event Coverage [Name] 

[Insert Date] [Insert Time] Post-Event Review [Name] 

Contact Information 

If you have any questions or need further information, please contact me at [Your Phone 

Number] or [Your Email]. 

Thank you, 

[Your Name] 

[Your Position] 


