
Audio-Visual Support Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are pleased to confirm the audio-visual support for the upcoming [Conference Name] 

scheduled on [Conference Dates] at [Venue Name]. 

Details of the support provided are as follows: 

• Audio Equipment: [List of Audio Equipment] 

• Visual Equipment: [List of Visual Equipment] 

• Technical Support: [Details of Technical Support] 

• Setup Time: [Setup Time] 

Please let us know if there are any additional requirements or changes needed for your 

presentation. 

Thank you for choosing our services. We look forward to supporting your event. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


