
Transportation Coordination for Charity 

Event 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are excited to announce our upcoming charity event, [Event Name], set to take place on 

[Event Date] at [Event Venue]. In order to ensure a smooth experience for all attendees, we are 

coordinating transportation and would like to request your assistance. 

Details of the event are as follows: 

• Event Date: [Insert Date] 

• Event Time: [Insert Time] 

• Location: [Insert Venue Address] 

We anticipate a large turnout and are looking for transportation options to accommodate our 

guests, including: 

• Shuttle services from designated parking areas 

• Accessibility transportation for individuals with disabilities 

• Local ride-sharing partnerships 

We would greatly appreciate your help in coordinating these transportation services to ensure a 

successful event. Please let us know at your earliest convenience if you would be able to assist 

with this initiative or if you have any recommendations for transportation providers. 

Thank you for your support in making [Event Name] a success. We look forward to your 

positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 



[Your Contact Information] 


