
Event Hospitality Arrangements for Sports 

Event 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Hospitality Arrangements for [Event Name] 

Dear [Recipient's Name], 

We are pleased to inform you about the hospitality arrangements for the upcoming [Event Name] 

scheduled on [Event Date] at [Venue Name]. We aim to provide an exceptional experience for 

all our guests and participants. 

Hospitality Package Includes: 

• Welcome Reception at [Location] from [Time] to [Time] 

• Premium Seating for [Specific Matches or Events] 

• Catering Services Offering [Type of Cuisine] 

• Access to Exclusive Lounges and VIP Areas 

• Commemorative Merchandise [Specify if any] 

Important Details: 

Check-in will begin at [Check-in Time]. Please have your registration details ready to ensure a 

smooth process. Parking is available at [Parking Details]. 

Should you require any additional information or have specific requests, please do not hesitate to 

contact us at [Your Contact Information]. 

We look forward to welcoming you to [Event Name] and hope you have a memorable 

experience! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 



[Contact Information] 


