
Event Operational Logistics Briefing 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Operational Logistics Briefing for [Event Name] 

Introduction 

Dear [Recipient Name], 

We are excited to provide you with the operational logistics briefing for the upcoming [Event 

Name] scheduled on [Event Date] at [Event Location]. This briefing outlines key logistical 

elements to ensure the event runs smoothly. 

Event Overview 

Event Name: [Event Name] 

Date and Time: [Event Date and Time] 

Location: [Event Venue] 

Logistics Details 

1. Venue Setup 

Setup Time: [Time] 

Seating Arrangement: [Details] 

2. Transportation 

Parking Information: [Details] 

Shuttle Services: [Details] 

3. Equipment Needs 

Audio/Visual: [Details] 



Additional Supplies: [Details] 

4. Catering 

Catering Service Provider: [Provider Name] 

Menu Options: [Details] 

5. Staff Assignments 

Event Coordinator: [Coordinator Name] 

Volunteers: [Number/Details] 

Conclusion 

We appreciate your attention to these important logistical details. Please feel free to reach out to 

me at [Your Email] or [Your Phone Number] for any further inquiries. 

Best regards, 

[Your Name] 

[Your Title] 


