
Client Travel Document Review Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your review of the travel 

documents pertaining to my upcoming trip scheduled for [Insert Trip Dates]. The documents in 

question include: 

• Passport 

• Visa 

• Flight Itinerary 

• Hotel Reservations 

• Travel Insurance 

Please let me know if there are any issues or additional information required to ensure smooth 

processing. Your prompt attention to this request would be greatly appreciated, as my travel date 

is approaching. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


