
Event Hospitality Arrangement Letter 

Date: [Insert Date] 

To Whom It May Concern, 

We are excited to announce the upcoming [Festival Name], which will take place on [Date(s)] at 

[Location]. In preparation for this community event, we would like to outline the hospitality 

arrangements to ensure a smooth and enjoyable experience for all attendees. 

Event Details: 

• Event Date: [Insert Date] 

• Location: [Insert Location] 

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

Hospitality Arrangements: 

1. Registration Desk: Open from [Insert Time] - [Insert Time] 

2. Volunteers: [Number of Volunteers] will be present to assist guests. 

3. Food and Beverage: [Details about food vendors or catering arrangements] 

4. Rest Areas: Designated rest areas will be available throughout the venue. 

5. Accessibility: All areas will be accessible for individuals with disabilities. 

We look forward to celebrating our community's spirit and hope to make this festival a 

memorable experience for everyone involved. Should you have any questions or require further 

details regarding the arrangements, please do not hesitate to reach out. 

Thank you for your support! 

Best Regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


