
Exhibition Space Details for Conference 

Organizers 

Date: [Insert Date] 

To: [Organizer's Name] 

From: [Your Name] 

Subject: Exhibition Space Details for [Conference Name] 

Dear [Organizer's Name], 

We are pleased to provide you with the details regarding the exhibition space for the upcoming 

[Conference Name]. Below are the key details: 

Exhibition Space Overview 

• Location: [Venue Name, Address] 

• Exhibition Dates: [Start Date] to [End Date] 

• Setup Date: [Setup Date] 

• Teardown Date: [Teardown Date] 

• Total Exhibition Space: [Total Square Footage] 

• Booth Sizes: [List of Booth Sizes] 

Facilities Available 

• Electricity Access 

• Internet Connectivity 

• Water Supply 

• Restroom Facilities 

Contact Information 

For any inquiries or assistance regarding the exhibition space, please contact: 

[Contact Name] 

Email: [Contact Email] 

Phone: [Contact Phone Number] 

We look forward to a successful exhibition at [Conference Name]! 



Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


