Travel Arrangements Confirmation

Date: [Insert Date]

To: [Speaker's Name]
[Speaker's Address]
Dear [Speaker's Name],

We are pleased to confirm your travel arrangements for the upcoming [Conference Name] where
you will be speaking on [Presentation Topic] on [Date of Presentation].

Travel Itinerary

Outbound Flight

Date: [Date]

Departure: [Departure City, Airport] at [Time]
Arrival: [Destination City, Airport] at [Time]
Flight Number: [Flight Number]

Return Flight

Date: [Date]

Departure: [Destination City, Airport] at [Time]
Arrival: [Departure City, Airport] at [Time]

Flight Number: [Flight Number]

Accommodation Details
Hotel Name: [Hotel Name]
Check-in Date: [Check-in Date]
Check-out Date: [Check-out Date]

Address: [Hotel Address]



Reservation Number: [Reservation Number]

Please let us know if you have any special requirements or need further assistance regarding your
travel arrangements.

Thank you for contributing to [Conference Name]. We look forward to your presentation!
Sincerely,

[Your Name]

[Your Title]

[Organization Name]

[Contact Information]



