
Request to Reschedule Trip 

Date: [Insert Date] 

To: [Travel Agency/Service Provider Name] 

From: [Your Name] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a rescheduling of my 

upcoming trip originally planned for [Original Trip Dates] due to personal reasons that require 

my immediate attention. 

I would greatly appreciate your assistance in rescheduling my travel plans to a later date. Ideally, 

I would like to move my trip to [Proposed New Dates] if availability allows. 

Thank you for your understanding. I look forward to your prompt response regarding this matter. 

Best regards, 

[Your Name] 


