
Corporate Event Logistics and Itinerary 

Dear [Attendee Name], 

We are excited to welcome you to the [Event Name] on [Event Date]. Below are important 

details regarding logistics and the itinerary for the event. 

Event Logistics 

Date: [Event Date] 

Venue: [Venue Name & Address] 

Duration: [Start Time] - [End Time] 

Transportation: Shuttle services will be provided from [Pickup Location] at [Pickup Time]. 

Itinerary 

• [Time]: Registration Opens 

• [Time]: Welcome Address 

• [Time]: Keynote Speech by [Speaker Name] 

• [Time]: Networking Lunch 

• [Time]: Breakout Sessions 

• [Time]: Closing Remarks 

• [Time]: Depart for Shuttle Return 

Please feel free to reach out if you have any questions or require further assistance. We look 

forward to an engaging and productive event! 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 


