
VIP Guest Itinerary 

Dear [Guest Name], 

We are delighted to welcome you to [Event Name] scheduled from [Start Date] to [End Date]. 

Please find below your detailed itinerary for the duration of your stay: 

Day 1: [Date] 

• Arrival: [Time], [Airport/Station Name] 

• Transfer to Hotel: [Hotel Name, Address] 

• Check-In: [Time] 

• Welcome Dinner: [Time], [Restaurant Name, Address] 

Day 2: [Date] 

• Breakfast: [Time], [Location] 

• Event: [Event Description] [Time], [Venue Name, Address] 

• Lunch: [Time], [Location] 

• VIP Networking Session: [Time], [Location] 

• Evening Entertainment: [Time], [Location] 

Day 3: [Date] 

• Breakfast: [Time], [Location] 

• Departure: [Time], [Airport/Station Name] 

Should you require any assistance during your stay, please do not hesitate to contact your 

dedicated concierge at [Concierge Contact Information]. 

We look forward to serving you and ensuring you have a memorable experience! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 


