
Travel Itinerary Alteration 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you regarding an alteration to my 

travel itinerary originally scheduled for [original travel date]. Due to [reason for alteration], I 

would like to request changes to the following segments of my itinerary: 

• Flight: [Original Flight Details] to [New Flight Details] 

• Hotel Reservation: [Original Hotel Details] to [New Hotel Details] 

• Transportation: [Original Transport Details] to [New Transport Details] 

I would appreciate your assistance in making these adjustments at your earliest convenience. 

Please let me know if there are any additional fees or information required to process these 

changes. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


