
[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Accommodation and Travel Logistics for Business 

Partnership 

Dear [Recipient Name], 

We are excited about the upcoming partnership and want to ensure that your visit is comfortable 

and well-organized. Below are the details regarding accommodation and travel logistics. 

Accommodation Details: 

• Hotel Name: [Hotel Name] 

• Address: [Hotel Address] 

• Check-in Date: [Check-in Date] 

• Check-out Date: [Check-out Date] 

• Contact Number: [Hotel Contact Number] 

Travel Logistics: 

Your travel itinerary is as follows: 



• Departure: [Departure City/Date/Time] 

• Arrival: [Arrival City/Date/Time] 

• Transportation arranged: [Details of Transportation] 

Should you have any preferences or additional requests, please feel free to reach out. We are 

looking forward to your visit and a successful collaboration. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 


