Transportation Coordination for Upcoming
Conference

Date: [Insert Date]
To Whom It May Concern,

We are pleased to inform you about the transportation arrangements for the [Conference Name]
scheduled to take place on [Conference Dates].

Transportation Details:

e Pick-Up Location: [Insert Location]
o Drop-Off Location: [Insert Location]
e Shuttle Schedule:
o [Time] - [Location]
o [Time] - [Location]
« Contact Person: [Insert Name, Phone Number, Email]

For any questions or further assistance, please do not hesitate to reach out to us.
Thank you for your cooperation and looking forward to a successful conference!

Best regards,

[Your Name]

[Your Position]
[Organization Name]
[Contact Information]



