
VIP Guest Notification 

Dear [Recipient's Name], 

We are pleased to inform you that we will be welcoming a very special guest on [Date].  

Guest Details: 

• Name: [Guest's Name] 

• Title: [Guest's Title] 

• Organization: [Guest's Organization] 

• Arrival Time: [Time] 

• Duration of Stay: [Duration] 

We request that all arrangements be made accordingly to ensure a smooth experience for our VIP 

guest. Please make sure that the necessary protocols are followed. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


