
Event Staging Instructions 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name/Organization] 

Subject: Event Staging Instructions for [Event Name] 

Overview 

This document outlines the staging requirements and instructions for the upcoming [Event 

Name] scheduled for [Event Date]. 

Event Details 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Event Venue] 

Staging Requirements 

1. Setup Time: [Insert Setup Time] 

2. Stage Dimensions: [Insert Dimensions] 

3. Audio/Visual Equipment: [List Required Equipment] 

4. Seating Arrangements: [Describe Seating Layout] 

5. Signage: [Details on Signage Needs] 

Contact Information 

For any questions or clarifications regarding the staging instructions, please contact: 

Name: [Contact Name] 

Email: [Contact Email] 

Phone: [Contact Phone] 

Thank you for your attention to these details. We look forward to a successful event! 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Organization] 


