Museum Exhibit Logistics Briefing

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Logistics Briefing for [Exhibit Name]

Dear [Recipient's Name],

I hope this message finds you well. This letter serves to provide a detailed briefing on the

logistics for the upcoming exhibit, [Exhibit Name], scheduled to take place from [Start Date] to
[End Date]. Below are the key points to be noted:

1. Exhibit Setup

e Setup Dates: [Insert Setup Dates]
o Location: [Insert Location]
o Materials Required: [List Materials]

2. Transportation

e Transport Company: [Company Name]
e Schedule: [Schedule Details]
o Contact Person: [Contact Name and Number]

3. Staffing

o Staff Members Assigned: [List of Staff]
e Training Session: [Date and Time]

4. Opening Reception
« Date and Time: [Insert Date & Time]
e Guest List: [Insert Guest List Details]

o Catering Arrangements: [Details about Catering]

Please review these details and do not hesitate to reach out if you have any questions or require
further clarification.



Thank you for your attention to these matters. | look forward to working together to make
[Exhibit Name] a success.

Sincerely,

[Your Name]

[Your Position]
[Museum Name]
[Contact Information]



