
Transportation Coordination for Conference 

Speakers 

Date: [Insert Date] 

Dear [Speaker's Name], 

We are excited to welcome you as a speaker at the [Conference Name] scheduled for [Date] at 

[Venue]. To ensure your travel experience is smooth and hassle-free, we would like to coordinate 

your transportation arrangements. 

Transportation Details: 

• Arrival Date: [Insert Arrival Date] 

• Arrival Time: [Insert Arrival Time] 

• Departure Date: [Insert Departure Date] 

• Departure Time: [Insert Departure Time] 

• Airport/Station: [Insert Airport/Station Name] 

Kindly let us know if you require transportation from the airport/station to the venue or hotel. 

We would be happy to assist with scheduling a pickup. Please provide us with your travel 

itinerary at your earliest convenience. 

If you have any special requests or requirements regarding your transportation, feel free to share 

them with us. We strive to accommodate all needs to make your experience enjoyable. 

Thank you for your participation in [Conference Name]. We look forward to seeing you soon! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


