
AV Equipment Specifications 

Date: [Insert Date] 

To Whom It May Concern, 

This letter serves as a specification guide for the audio-visual (AV) equipment required for the 

upcoming conference. 

Event Details 

Event Name: [Event Name] 

Date: [Event Date] 

Location: [Event Location] 

AV Equipment Requirements 

• Microphones: 4 wireless handheld microphones 

• Speakers: 2 high-quality PA speakers (minimum 300 watts each) 

• Presentation System: 1 projector (minimum 4000 lumens) and screen 

• Laptop: 1 laptop with presentation software (PowerPoint, etc.) 

• Audio Mixer: 1 audio mixer with at least 8 channels 

• Cabling: All necessary audio and video cables 

• Technical Support: On-site technician for setup and troubleshooting 

Additional Information 

Please ensure all equipment is set up at least 2 hours prior to the event for testing. Should you 

have any questions or require further specifications, do not hesitate to reach out. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


