
Event Hospitality Itinerary 

Date: [Insert Date] 

Event Name: [Insert Event Name] 

Location: [Insert Venue Location] 

Itinerary Overview 

1. Arrival: [Insert Time] - Guests arrive at [Insert Venue] 

2. Check-In: [Insert Time] - Registration and Welcome Drinks 

3. Opening Remarks: [Insert Time] - [Insert Speaker Name] 

4. Keynote Address: [Insert Time] - [Insert Keynote Speaker Name] 

5. Lunch: [Insert Time] - [Insert Catering Details] 

6. Breakout Sessions: [Insert Time] - [Insert Session Details] 

7. Networking Event: [Insert Time] - [Insert Networking Details] 

8. Closing Ceremony: [Insert Time] - [Insert Closing Speaker Name] 

Hospitality Details 

• Accommodation: [Insert Hotel Name and Details] 

• Transportation: [Insert Transportation Details] 

• Meals Included: Breakfast, Lunch, Dinner 

• Special Requirements: [Insert Any Dietary Restrictions or Preferences] 

Contact Information 

If you have any questions or need further assistance, please contact: 

Name: [Insert Contact Name] 

Email: [Insert Contact Email] 

Phone: [Insert Contact Phone Number] 

Thank you for attending [Insert Event Name]. We look forward to seeing you! 


