
Travel Confirmation 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to confirm your travel arrangements for your unexpected journey. 

Travel Details: 

• Departure: [Insert Departure Date and Time] 

• Departure Location: [Insert Departure Location] 

• Destination: [Insert Destination] 

• Arrival Time: [Insert Arrival Time] 

• Flight/Train Number: [Insert Flight/Train Number] 

Additional Information: 

Please ensure you arrive at the departure location at least [Insert Recommended Arrival Time] 

prior to departure. 

If you have any questions or need further assistance, feel free to contact us at [Insert Contact 

Information]. 

Thank you, and safe travels! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


