
Event Logistics Readiness Assessment 

Dear [Recipient's Name], 

As we approach the upcoming [Event Name] scheduled for [Event Date], it is essential to 

conduct a comprehensive logistics readiness assessment. This letter outlines the key areas we 

need to evaluate to ensure a successful event. 

Assessment Areas 

• Venue: Confirm booking, accessibility, and setup requirements. 

• Suppliers: Assess availability and confirm contracts with caterers, audio-visual, and 

decoration services. 

• Staffing: Verify staffing levels for setup, event execution, and tear down. 

• Transportation: Review transportation arrangements for attendees and equipment. 

• Emergency Protocols: Check emergency plans and safety measures. 

Timeline for Completion 

We aim to complete the assessment by [Assessment Completion Date]. Please ensure that all 

relevant information is gathered and communicated by this date. 

Should you have any questions or need further assistance, feel free to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Organization] 

[Your Contact Information] 


