Corporate Event Guest Itinerary

Dear [Guest Name],

We are pleased to welcome you to the [Event Name] taking place on [Event Dates]. Below is
your personalized itinerary for the event.

Itinerary Details
[Day 1: Date]

9:00 AM - Arrival & Registration

10:00 AM - Opening Keynote: [Speaker Name]
12:00 PM - Lunch Break

1:30 PM - Breakout Sessions

6:00 PM - Networking Reception

[Day 2: Date]
9:00 AM - Workshops and Panels
12:30 PM - Lunch

2:00 PM - Afternoon Keynote: [Speaker Name]
5:00 PM - Closing Remarks

Accommodation

We have reserved rooms for you at [Hotel Name]. Please confirm your check-in date and time.

Transportation

Shuttle services will be provided from [Airport Name] to the hotel. Please look for the shuttle
with the [Event Name] branding.

Contact Information

If you have any questions or require assistance, please contact [Event Coordinator Name] at
[Contact Number] or [Email Address].

We look forward to seeing you at the [Event Name]!
Best regards,

[Your Name]



[Your Position]

[Company Name]



