
Booking Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Travel Agency Name] 

[Travel Agency Address] 

[City, State, Zip Code] 

Dear [Travel Agency Agent's Name], 

I hope this message finds you well. I am writing to request assistance with the booking of my 

upcoming travel plans. Below are the details of my trip: 

• Destination: [Destination] 

• Departure Date: [Date] 

• Return Date: [Date] 

• Number of Travelers: [Number of Travelers] 

• Preferred Airlines: [Airline Preferences] 

• Accommodation Requirements: [Type of Accommodation] 

• Special Requests: [Any Special Requests] 

Please let me know if you need any further information to process this request. I look forward to 

your prompt response. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 


