
Travel Safety Considerations 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Important Travel Safety Considerations for Your Upcoming Business Trip 

Dear [Employee's Name], 

As you prepare for your upcoming business trip to [Destination], please take a moment to review 

the following travel safety considerations: 

• Health Precautions: Ensure that you are aware of any health advisories for the 

destination, including vaccination requirements or travel restrictions. 

• Emergency Contacts: Keep a list of local emergency contacts, including the nearest 

hospital and embassy. 

• Travel Insurance: Verify that you have comprehensive travel insurance that covers 

health, accidents, and property loss. 

• Local Laws and Customs: Familiarize yourself with local laws and customs to avoid 

any inadvertent offenses. 

• Stay Connected: Keep in contact with the office and inform someone about your 

itinerary and whereabouts. 

• Transportation Safety: Use reputable transportation services and avoid traveling alone 

at night when possible. 

• Stay Alert: Always be aware of your surroundings and trust your instincts. If something 

feels off, seek help. 

We prioritize your safety and well-being during your travels. If you have any questions or need 

further assistance, please feel free to reach out. 

Safe travels! 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


