[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Position/Title]
[Company/Organization Name]
[Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to formally request specific information regarding the travel itinerary for the upcoming trip scheduled for [insert dates/trip details, if
applicable]. In order to ensure proper planning and seamless coordination, I kindly ask that you provide the following details at your earliest
convenience:

¢ Flight Schedules: Please include departure and arrival times, flight numbers, airline details, and ticket information.

¢ Accommodation Arrangements: Kindly provide the hotel names, addresses, reservation confirmations, check-in and check-out dates,
and any additional booking information.

¢ Transportation Options: Information on airport transfers, local transport arrangements, and any rental car bookings, if applicable.

¢ Additional Travel Plans: Details regarding meet-and-greet services, scheduled meetings, guided tours, or other planned activities during

the trip.

Accurate and timely information will be instrumental in ensuring a smooth and efficient travel experience. If there are any documents or specific
forms needed from my side to facilitate this process, kindly inform me at your earliest convenience.

Thank you in advance for your assistance. I look forward to your pronpt response.

Sincerely,
[Your Name]



