
Inquiry for Travel Arrangements 

Date: [Insert Date] 

To: [Travel Agency/Agent Name] 

From: [Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Travel Agent's Name], 

I am writing to inquire about the critical travel arrangements for an upcoming trip. The details 

are as follows: 

• Departure Date: [Insert Date] 

• Return Date: [Insert Date] 

• Destination: [Insert Destination] 

• Preferred Mode of Transportation: [e.g., Flight, Train, etc.] 

• Number of Travelers: [Insert Number] 

• Budget: [Insert Budget Range] 

Could you please provide me with the available options for travel and any recommendations you 

may have? Additionally, details regarding accommodations and activities in the area would be 

greatly appreciated. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


