
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally notify you regarding the recent 

arrangements for the [Conference Name] scheduled on [Date] at [Location]. 

Upon review, we have identified several inadequacies in the conference arrangements, which 

include: 

• Lack of sufficient seating for attendees 

• Inadequate audio-visual equipment 

• Insufficient catering services 

• Poor signage and directions for participants 

These issues may significantly impact the overall experience of the conference attendees and 

need to be addressed promptly. We recommend that immediate action be taken to resolve these 

matters before the event date. 

Please feel free to reach out if you would like to discuss this further or if there is anything we can 

assist with to rectify the situation. 

Thank you for your attention to this urgent matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


