
Logistics Coordination Letter 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Logistics Coordination for [Event Name] 

Dear [Recipient Name], 

I hope this message finds you well. As we prepare for the upcoming [Event Name] scheduled for 

[Event Date] at [Event Location], I wanted to outline the logistics coordination to ensure a 

seamless experience for all participants. 

Event Details 

• Date: [Event Date] 

• Time: [Event Start Time] to [Event End Time] 

• Location: [Event Venue/Area] 

Logistics Plan 

We have organized the following logistics: 

• Transportation: [Details about transportation arrangements] 

• Setup and Breakdown: [Details about setup and cleanup schedules] 

• Equipment Rental: [Details about equipment and supplies needed] 

• Staffing: [List of staff roles and responsibilities] 

Points of Contact 

For any inquiries or updates, please feel free to reach out to: 

• [Name] - [Role] - [Phone Number] - [Email Address] 

• [Name] - [Role] - [Phone Number] - [Email Address] 

I appreciate your cooperation and support in making [Event Name] a success. Please confirm 

receipt of this email and let me know if there are any additional points to address. 

Thank you! 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


