
Event Logistics Adjustment Notice 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of some important 

adjustments made to the logistics of the upcoming [Event Name] scheduled for [Date] at 

[Location]. 

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

• Change 1: [Description of change] 

• Change 2: [Description of change] 

• Change 3: [Description of change] 

We understand that these changes may affect your plans, and we sincerely apologize for any 

inconvenience this may cause. If you have any questions or require further assistance, please do 

not hesitate to reach out to us at [Contact Information]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


