Travel Logistics Plan

Date: [Insert Date]
To: [Corporate Partner's Name]
From: [Your Name / Your Company]

Subject: Travel Logistics Plan for Upcoming Partnership Meeting

Overview

We are pleased to confirm the travel logistics for our upcoming meeting scheduled for [Insert
Dates] in [Insert Location]. This letter outlines the key details to ensure a smooth travel
experience for all involved.

Travel Itinerary
o Departure: [Insert Departure City] on [Insert Date] at [Insert Time]

e Arrival: [Insert Arrival City] on [Insert Date] at [Insert Time]
e Return: [Insert Departure City] on [Insert Date] at [Insert Time]

Accommodation
Hotel: [Insert Hotel Name]
Address: [Insert Hotel Address]
Check-in Date: [Insert Date]

Check-out Date: [Insert Date]

Transportation

We will arrange transportation to and from the airport as well as transportation for the duration
of your stay. Please find the details below:

e Airport Transfers: [Insert Transfer Details]
e In-City Transportation: [Insert Transportation Details]

Contact Information



If you have any questions or require further assistance, please feel free to contact me at [Insert
Your Phone Number] or [Insert Your Email Address].

Conclusion

We look forward to collaborating with you during this visit and appreciate your partnership.
Best regards,

[Your Name]

[Your Position]
[Your Company]



