
Event Hospitality Arrangements 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Company/Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to confirm the hospitality arrangements for the upcoming [Conference/Seminar 

Name] scheduled to take place on [Event Date] at [Venue/Location]. Below are the details of the 

arrangements: 

Event Details 

• Event Name: [Conference/Seminar Name] 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Venue/Location] 

Hospitality Arrangements 

• Meal Arrangements: Breakfast, Lunch, and Refreshments 

• Special Dietary Requirements: [Any specific requirements] 

• Seating Arrangements: [Details about seating] 

• Accommodation: [Details about hotel bookings if applicable] 

Contact Information 

If you have any questions or require further information, please feel free to reach out to me at 

[Your Phone Number] or [Your Email Address]. 

We look forward to welcoming you to [Conference/Seminar Name]. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company/Organization] 



[Your Contact Information] 


