[Your Name]

[Your Position]

[Your Company]

[Your Company Address]
[Your City, State, Zip Code]
[Your Email]

[Your Phone Number]
[Date]

[Recipient Name]

[Recipient Position]

[Recipient Company]

[Recipient Company Address]
[Recipient City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to inquire about the process of establishing a
business travel account with [Recipient Company]. As our company aims to streamline our travel
arrangements and ensure a seamless experience for our employees, we believe that having a
dedicated travel account would be beneficial.

Could you please provide me with the necessary details regarding the establishment of this
account, including any required documentation or procedures? Additionally, | would appreciate
any information about the services available to our account.

Thank you for your assistance, and | look forward to your prompt response.

Best regards,
[Your Name]
[Your Position]
[Your Company]



