
School Trip Travel Arrangements 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: School Trip Travel Arrangements and Budget Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for our upcoming school trip to [Destination], 

I would like to discuss the travel arrangements and budget to ensure a smooth and enjoyable 

experience for all students. 

Travel Arrangements: 

• Departure Date: [Insert Date] 

• Return Date: [Insert Date] 

• Mode of Transportation: [Bus/Train/Flight] 

• Accommodation: [Hotel/Hostel Name, Location] 

Estimated Budget: 

• Transportation Cost: $[Amount] 

• Accommodation Cost: $[Amount] 

• Meals: $[Amount] 

• Activity Fees: $[Amount] 

• Total Estimated Cost: $[Total Amount] 

It is essential that we stay within our budget while providing an enriching experience for our 

students. I would appreciate your feedback on these arrangements and any suggestions you might 

have to optimize our costs. 

Thank you for your attention to this matter. I look forward to discussing this further. 

Best regards, 

[Your Name] 

[Your Position] 

[School Name] 



[Contact Information] 


