
Transportation Coordination for Corporate 

Event 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are excited to inform you about the upcoming [Event Name] scheduled for [Event Date] at 

[Event Venue]. As part of our commitment to ensuring a seamless experience for all attendees, 

we are coordinating transportation logistics to facilitate smooth arrivals and departures. 

Details of the transportation plan are as follows: 

• Pick-up Location: [Specify location] 

• Drop-off Location: [Specify location] 

• Departure Time: [Specify time] 

• Return Time: [Specify time] 

• Transportation Provider: [Provider's name] 

• Contact Number: [Provider's contact] 

Please confirm your attendance by [RSVP Date] to facilitate our planning. If you have any 

specific transportation requirements or questions, do not hesitate to reach out. 

Thank you for your attention, and we look forward to a successful event! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


