
Birthday Party Hospitality Arrangements 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. We are excited to inform you about the hospitality 

arrangements for [Child's Name]'s birthday party, taking place on [Insert Date] at [Insert Venue]. 

Event Details 

• Time: [Insert Start Time] to [Insert End Time] 

• Theme: [Insert Theme] 

• Guest Count: Approximately [Insert Number of Guests] 

Hospitality Arrangements 

• Catering: [Insert Catering Company Name, Menu Options] 

• Beverages: [Insert Beverage Options] 

• Decorations: [Insert Decoration Theme] 

• Entertainment: [Insert Details about Entertainment] 

Additional Requests 

Please let us know if you have any specific requests or requirements to make this event even 

more special for the children. 

We look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


