
Transportation Services Inquiry for Special 

Events 

Date: [Insert Date] 

To: [Insert Company Name] 

From: [Insert Your Name] 

Contact Information: [Insert Your Contact Info] 

Dear [Insert Recipient's Name], 

I hope this message finds you well. I am writing to inquire about transportation services your 

company offers for an upcoming special event we are planning. 

Details of the event are as follows: 

• Event Type: [Insert Event Type] 

• Date: [Insert Event Date] 

• Location: [Insert Venue Name and Address] 

• Expected Attendance: [Insert Number of Attendees] 

We would like to know about the following: 

• Types of transportation options available 

• Pricing and payment terms 

• Availability of vehicles on the event date 

• Cancellation and refund policies 

Please feel free to reach me at [Insert Your Phone Number] or [Insert Your Email Address] 

should you require any further details. 

Thank you for your attention. I look forward to your prompt response. 

Sincerely, 

[Insert Your Name] 

[Insert Your Organization] 


