
Schedule Distribution for Upcoming Event 

Date: [Insert Date] 

Dear Participants, 

We are pleased to share with you the schedule for the upcoming [Event Name] which will take 

place on [Event Date]. Please find below the detailed schedule: 

Event Schedule 

• [Time] - [Activity/Session Name] 

• [Time] - [Activity/Session Name] 

• [Time] - [Activity/Session Name] 

• [Time] - [Activity/Session Name] 

Please make sure to arrive at least 15 minutes early to ensure a prompt start. If you have any 

questions regarding the schedule, feel free to contact us. 

Thank you, and we look forward to seeing you at the event! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


