
Event Hospitality Arrangements 

Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are excited to confirm your hospitality arrangements for the upcoming [Event Name], 

scheduled to take place from [Start Date] to [End Date] at [Venue Name]. We are committed to 

providing you with an exceptional experience throughout the event. 

Hospitality Details 

• Check-in Date: [Check-in Date] 

• Check-out Date: [Check-out Date] 

• Accommodation: [Hotel Name, Room Type] 

• Event Passes: [Number of Passes] 

• Booth Number: [Booth Number] 

• Catering Services: [Details about meals, snacks, etc.] 

In addition, we have arranged for transportation to and from the venue and other relevant 

locations during the event. Should you have any specific requests or require further assistance, 

please do not hesitate to reach out. 

We look forward to making your experience at [Event Name] unforgettable! 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


