
Dear [Visitor's Name], 

We are pleased to welcome you to the [Conference Name] scheduled to take place on [Date(s)]. 

As part of your visit, we have arranged comfortable accommodations for your overnight stay. 

Accommodation Details: 

• Hotel Name: [Hotel Name] 

• Address: [Hotel Address] 

• Check-in Date: [Check-in Date] 

• Check-out Date: [Check-out Date] 

• Reservation Number: [Reservation Number] 

Transportation: 

Complimentary shuttle service will be provided from [Location] to the hotel. Please let us know 

your arrival time so we can arrange the transfer accordingly. 

Additional Information: 

Should you require any special accommodation or have dietary preferences, please inform us by 

[Contact Method] prior to your arrival. 

We look forward to seeing you at the conference! 

Best regards, 

[Your Name] 

[Your Position] 

[Conference Organization Name] 

[Contact Information] 


