
VIP Guest Arrival Program 

Dear [Guest Name], 

We are thrilled to welcome you to [Event Name] on [Date]. Your presence is greatly anticipated, 

and we have organized a special arrival program to ensure your experience is memorable. 

Arrival Details 

Date: [Date] 

Time: [Time] 

Location: [Venue Name, Address] 

Program Schedule 

• [Time] - Arrival Reception 

• [Time] - Welcome Speech 

• [Time] - Networking Session 

• [Time] - Dinner 

Please let us know if you have any specific requirements or preferences to make your visit more 

comfortable. 

We look forward to your arrival and are excited to have you with us! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


