
Event Entry Pass Distribution 

Date: [Insert Date] 

Dear [VIP Guest Name], 

We are pleased to inform you that your entry pass for the upcoming [Event Name] has been 

prepared. 

Details of the Event: 

• Date: [Event Date] 

• Time: [Event Time] 

• Venue: [Event Venue] 

Your pass will allow you access to exclusive areas designated for our VIP guests. Please ensure 

to carry the pass with you for a seamless experience. 

You can collect your pass from [Location/Contact Person] starting from [Collection Start Date] 

to [Collection End Date]. 

Should you have any questions, feel free to contact us at [Contact Information]. 

We look forward to welcoming you to [Event Name]! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


