
Travel Arrangement Negotiation Request 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Department] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to discuss the travel arrangements for my 

upcoming business trip scheduled for [insert dates]. While I appreciate the initial travel plans 

outlined, I would like to propose some adjustments to enhance the efficiency and effectiveness of 

my travel experience. 

Specifically, I would like to negotiate the following aspects: 

• Flight details: [Insert preferred flight options or time adjustments] 

• Accommodation: [Insert preferred hotel or accommodation options] 

• Transportation: [Insert any specific transportation requests or changes] 

I believe that these changes will help me to [briefly explain how these changes will enhance 

productivity or benefit the company]. I am open to discussing this further at your earliest 

convenience and am happy to provide any additional information needed. 

Thank you for considering my request. I look forward to your response. 

Best regards, 

[Your Name] 


