
Exhibit Logistics Management 

Communication 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Logistics Coordination for Upcoming Exhibit: [Exhibit Name] 

Dear [Recipient's Name], 

I hope this message finds you well. As we approach the opening of the [Exhibit Name] 

scheduled for [Exhibit Opening Date], I would like to outline our logistical management plan to 

ensure a smooth setup and execution of the exhibit. 

Logistics Overview 

• Installation Dates: [Insert Dates] 

• De-installation Dates: [Insert Dates] 

• Key Contacts: [List of Contacts and Roles] 

Transportation 

We will be coordinating with [Transportation Company Name] for the movement of artifacts. 

Please confirm the pickup schedule by [Confirmation Deadline]. 

Exhibit Layout and Design 

A final layout and design plan will be shared by [Design Team Contact Date]. Please review and 

provide feedback by [Feedback Due Date]. 

Staffing and Training 

Training sessions for staff involved in the exhibit will be conducted on [Training Dates]. Ensure 

that all personnel are briefed accordingly. 

Thank you for your attention to these details. Please feel free to reach out if you require any 

further information or wish to discuss any aspect of the logistics management. 

Sincerely, 



[Your Name] 

[Your Position] 

[Museum Name] 

[Contact Information] 


