Breakout Room Logistics for Conference
Organizers

Date: [Insert Date]

To: [Insert Recipient Name]
[Insert Recipient Position]
[Insert Organization Name]
[Insert Address]

[Insert City, State, ZIP]
Dear [Recipient Name],

As we prepare for the upcoming [Conference Name] on [Conference Date], we would like to
provide you with the logistics details regarding the breakout rooms.

Breakout Room Assignments:
e Room 1: [Room Name/Number] - [Session Title] - [Time Slot]

e Room 2: [Room Name/Number] - [Session Title] - [Time Slot]
e Room 3: [Room Name/Number] - [Session Title] - [Time Slot]

Audio/Visual Equipment:

Each room will be equipped with the following:
Projector and Screen

Microphone

Speakers
Whiteboard and Markers

Check-In Procedure:

All speakers are requested to check in at least [X minutes] before their session starts at the
designated registration area. Our technical staff will assist with setup and any equipment needs.

Contact Information:

If you have any questions or require further assistance, please do not hesitate to contact me at
[Your Phone Number] or [Your Email Address].

Thank you for your cooperation. We look forward to a successful conference!



Sincerely,

[Your Name]

[Your Title]

[Your Organization]
[Your Phone Number]
[Your Email Address]



