
Sound and Lighting Coordination for 

Upcoming Concert 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for the upcoming concert scheduled for [Insert 

Concert Date], I wanted to touch base regarding the coordination of sound and lighting for the 

event. 

To ensure a seamless experience for both the performers and the audience, I propose the 

following schedule for our setup: 

• Load-in: [Insert Time] 

• Sound Check: [Insert Time] 

• Lighting Check: [Insert Time] 

• Show Start: [Insert Time] 

Furthermore, I would appreciate it if we could arrange a meeting a few days prior to the concert 

to finalize all details, discuss equipment needs, and address any potential challenges. 

Thank you for your attention to this matter. I look forward to collaborating with you to make this 

concert a resounding success! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


