
VIP Guest Hosting Arrangement 

Date: [Insert Date] 

To: [VIP Guest Name] 

Address: [VIP Guest Address] 

Dear [VIP Guest Name], 

We are honored to host you during your upcoming visit to [Event/Location] on [Dates of Visit]. 

Our team is dedicated to ensuring your stay is comfortable and enjoyable. 

Itinerary Overview 

• Arrival: [Date and Time] 

• Accommodation: [Hotel Name and Address] 

• Planned Events: [List of Events/Activities] 

• Departure: [Date and Time] 

Contact Information 

Your dedicated liaison will be [Liaison Name], who can be reached at [Phone Number] or [Email 

Address]. 

We hope you have a fantastic time with us, and please let us know if there's anything specific 

you would like us to arrange for your comfort. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


