Sound and Lighting Coordination for
Corporate Event

Date: [Insert Date]

To: [Client's Name]

From: [Your Name / Company Name]

Subject: Sound and Lighting Coordination for [Event Name]

Dear [Client's Name],

We are thrilled to be part of the upcoming [Event Name] scheduled for [Event Date] at [Event

Venue]. As we prepare for this exciting occasion, we would like to outline our approach to sound
and lighting coordination to ensure a seamless experience.

Sound Coordination

We will provide:

High-quality audio equipment
Microphones (wireless and wired)
Speakers and mixers

On-site sound technician for adjustments

Lighting Coordination

Our lighting plan includes:

Ambient lighting to set the mood
Spotlights for speakers and performers

Projection for visual presentations
On-site lighting technician for real-time changes

Please let us know if you have any particular preferences or requirements. We are committed to
making [Event Name] a memorable experience for all attendees.
Looking forward to your feedback.

Best Regards,

[Your Name]



[Your Position]
[Your Company]

[Your Contact Information]



