Event Logistics Status Update

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Status Update on Event Logistics
Dear [Recipient Name],

| hope this message finds you well. I am writing to provide you with an update on the logistics
for the upcoming [Event Name] scheduled for [Event Date].

Current Status

Venue: Confirmed at [Venue Name], [Address].

Catering: [Catering Service] has been booked for [Number of Guests].
Transportation: [Transport Company] has been arranged for attendee transfers.
Audio/Visual Equipment: [AV Provider] will set up on [Setup Date].

Permits: All necessary permits have been obtained.

Action ltems

« [Action Item 1]
e [Action Item 2]
« [Action Item 3]

Please let me know if you have any questions or need further information. | appreciate your
support and collaboration in making this event successful.

Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



