
Travel Schedule for Conference Attendees 

Dear [Attendee's Name], 

We are pleased to provide you with your travel schedule for the upcoming [Conference Name] 

taking place on [Conference Dates] in [Location]. Below are the details of your itinerary: 

Travel Itinerary 

• Departure: [Departure Date and Time] from [Departure Location] 

• Arrival: [Arrival Date and Time] at [Arrival Location] 

• Conference Venue: [Venue Name and Address] 

Accommodation Details 

Your accommodation is booked at [Hotel Name] located at [Hotel Address]. Check-in is on 

[Check-in Date] and check-out is on [Check-out Date]. 

Transportation 

Transportation will be provided from the airport to the hotel on your arrival date. Please look for 

our representative holding a sign with your name. 

Conference Schedule 

Please find attached the conference agenda for your reference. 

If you have any questions or need further assistance, do not hesitate to contact us. 

Safe travels! 

Best Regards, 

[Your Name]  

[Your Position]  

[Organization Name]  

[Contact Information] 


