
Travel Plans for Our Upcoming Group Event 

Dear Valued Guests, 

We are excited to welcome you to the upcoming [Event Name] taking place on [Event Date]. 

Below are the travel details to ensure a smooth journey to the event. 

Travel Itinerary 

• Departure: [Departure Location] on [Departure Date & Time] 

• Arrival: [Arrival Location] on [Arrival Date & Time] 

• Transportation: [Type of Transport e.g., Bus, Van, etc.] provided by [Provider Name] 

Accommodation Details 

Your accommodation will be at [Hotel Name], located at [Hotel Address]. Check-in is 

scheduled for [Check-in Date]. 

Event Schedule 

We have an exciting lineup! Here are key points: 

• [Time]: [Activity/Event Description] 

• [Time]: [Activity/Event Description] 

Contact Information 

If you have any questions or need assistance, please don't hesitate to contact us: 

Email: [Your Email Address]  

Phone: [Your Phone Number] 

We look forward to seeing you soon! 

Best regards, 

[Your Name]  

[Your Position]  

[Organization Name] 


