
Shuttle Logistics Planning for Upcoming 

Event 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for the upcoming [Event Name] scheduled for 

[Event Date], we would like to discuss the shuttle logistics to ensure a smooth transportation 

experience for all attendees. 

To facilitate this, we propose the following logistics plan: 

• Shuttle Schedule: [Insert Shuttle Schedule] 

• Picks Up Locations: [List of Pick Up Locations] 

• Drop-off Points: [List of Drop-off Points] 

• Hours of Operation: [Specify Hours] 

• Contact Information: [Contact Name and Phone Number] 

We would appreciate your feedback on this plan and any additional suggestions you may have to 

improve the shuttle service for our guests. 

Thank you for your attention to this matter. Looking forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization Name]  

[Your Phone Number]  

[Your Email Address] 


