
Transportation Arrangement Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to confirm the transportation arrangements for the upcoming event, [Event 

Name], scheduled for [Event Date]. The details of the transportation logistics are as follows: 

Transportation Details: 

• Pick-up Location: [Insert Location] 

• Pick-up Time: [Insert Time] 

• Drop-off Location: [Insert Location] 

• Drop-off Time: [Insert Time] 

• Type of Vehicle: [Insert Vehicle Type] 

• Driver Contact: [Insert Driver Contact Information] 

Please ensure that all attendees are aware of these arrangements. If there are any changes or 

additional requirements, do not hesitate to contact us. 

Thank you for your cooperation. We look forward to a successful event. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


