
Function Schedule and Directions 

Dear [Recipient's Name], 

We are excited to inform you about the upcoming [Event/Function Name] scheduled for [Date] 

at [Time]. Below are the details: 

Schedule 

• [Time] - Arrival and Registration 

• [Time] - Welcome Speech 

• [Time] - Keynote Presentation 

• [Time] - Networking Session 

• [Time] - Closing Remarks 

Directions 

The event will be held at [Venue Name], located at [Venue Address]. Below are directions for 

your convenience: 

• From [Landmark/Starting Point], take [Road Name] towards [Direction]. 

• Continue for [Distance] until you reach [Intersection or Landmark]. 

• Turn [Left/Right] onto [Road Name]. 

• [Additional Directions/Details] 

If you have any questions, please feel free to contact us at [Contact Information]. We look 

forward to seeing you there! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


