
Letter Regarding Inclusive Event 

Arrangements 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are excited to inform you about our upcoming event, [Event Name], scheduled to take place 

on [Event Date] at [Event Location]. In our commitment to inclusivity, we are taking several 

steps to ensure that all participants can fully engage in the event. 

Accessibility Arrangements 

• Wheelchair access will be provided at all entry points. 

• Sign language interpreters will be available throughout the event. 

• Clear signage will be posted to guide participants to various facilities. 

Dietary Considerations 

We will offer a variety of food options catering to diverse dietary needs, including vegetarian, 

vegan, gluten-free, and allergen-free choices. Please let us know if you have any specific 

requirements. 

Transportation and Parking 

Accessible parking spaces will be available. If you require transportation assistance, please reach 

out to us. 

We value your participation and want to ensure that everyone feels welcome and included. 

Should you have any additional requests or questions, please do not hesitate to contact us at 

[Contact Information]. 

Thank you for your attention, and we look forward to seeing you at [Event Name]! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


