
Soundcheck Logistics for Conference 

Facilitators 

Dear [Facilitator's Name], 

We are excited to welcome you to the upcoming [Conference Name] scheduled for [Date]. To 

ensure a smooth experience during your session, we have outlined the soundcheck logistics 

below: 

Soundcheck Schedule 

Your designated soundcheck time is as follows: 

• Date: [Soundcheck Date] 

• Time: [Soundcheck Time] 

• Location: [Venue Name, Room Number] 

Soundcheck Procedure 

Please arrive at least 15 minutes prior to your scheduled soundcheck. During this time, our audio 

team will assist you in setting up your microphone, adjusting sound levels, and ensuring all 

equipment is functioning correctly. 

Equipment Provided 

The following equipment will be available for your use: 

• Microphone 

• Audio Mixer 

• Speakers 

• Additional Instrumentation (if applicable) 

Contact Information 

If you have any questions or require further assistance, please feel free to contact: 

[Contact Person's Name] 

[Contact Person's Title] 

[Email Address] 

[Phone Number] 

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



Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 


