
Itinerary for Your Upcoming Visit 

Dear [Guest Name], 

We are excited to welcome you to [Company Name] from [Start Date] to [End Date]. Below is 

your tailored itinerary for your visit: 

Day 1: Arrival 

• 10:00 AM: Arrival at [Airport Name] 

• 11:00 AM: Transfer to [Hotel Name] 

• 1:00 PM: Lunch at [Restaurant Name] 

• 3:00 PM: Welcome meeting at [Company Address] 

• 6:00 PM: Dinner with the team at [Venue Name] 

Day 2: Meetings and Networking 

• 9:00 AM: Team introductions at [Conference Room] 

• 12:00 PM: Lunch discussion - [Topic] 

• 2:00 PM: Workshop on [Workshop Topic] 

• 5:00 PM: Networking event at [Event Location] 

Day 3: Closing and Departure 

• 9:00 AM: Feedback session in [Meeting Room] 

• 12:00 PM: Farewell lunch at [Restaurant Name] 

• 2:00 PM: Transfer to [Airport Name] for departure 

We hope you enjoy your stay and find your meetings productive. If you have any requests or 

need assistance during your visit, feel free to contact us. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


