
Outdoor Event Lighting Coordination 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Coordination for Outdoor Event Lighting 

 

Dear [Recipient Name], 

I hope this message finds you well. As we gear up for the upcoming outdoor event on [Insert 

Event Date], I wanted to discuss the lighting coordination to ensure we create an enchanting 

atmosphere for our guests. 

Here are a few key points I would like to address: 

• Lighting Setup: We need to finalize the types of lighting fixtures we will use, including 

string lights, uplights, and spotlights. 

• Placement: I would like to propose a site visit to determine optimal lighting placement 

for maximum effect. 

• Power Supply: Confirming our power requirements and availability at the venue is 

crucial. 

• Timing: We need to establish a timeline for the setup and testing of the lights before the 

event begins. 

Please let me know your availability for a meeting to discuss this further. I believe that with 

proper coordination, we can significantly enhance the ambiance of our event. 

Thank you for your attention to this important aspect of our planning. I look forward to your 

prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


