Important Update: Changes to Event
Logistics
Dear [Participant's Name],

We hope this message finds you well. We are writing to inform you of some logistical changes
regarding the upcoming [Event Name] scheduled for [Date].

Due to [reason for changes], we have made the following adjustments:

e New Venue: The event will now be held at [New Venue Name, Address]
e Timing: The start time has changed to [New Start Time]
« Transportation: Additional parking will be available at [Parking Details]

We apologize for any inconvenience these changes may cause and appreciate your understanding
as we work to ensure a successful event. Please feel free to reach out if you have any questions
or need further assistance.

Thank you for your attention, and we look forward to seeing you at [Event Name]!
Best regards,

[Your Name]

[Your Position]

[Your Organization]
[Contact Information]



