
Travel Plans Adjustment Notification 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you about an adjustment to my travel 

plans that may affect our [meeting/itinerary/etc.]. 

Due to [reason for adjustment], I will need to make the following changes: 

• Original Departure Date: [Original Date] 

• New Departure Date: [New Date] 

• Original Destination: [Original Destination] 

• New Destination: [New Destination] 

I apologize for any inconvenience this may cause and appreciate your understanding as we 

navigate these changes. Please let me know if you have any questions or require further details. 

Thank you for your understanding. 

Warm regards, 

[Your Name] 

[Your Contact Information] 

[Your Position, if applicable] 


