
Transportation Arrangement Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to confirm the transportation arrangements for your upcoming business travel. 

Below are the details: 

Travel Details 

• Departure Date: [Insert Departure Date] 

• Pickup Location: [Insert Pickup Location] 

• Destination: [Insert Destination] 

• Time: [Insert Pickup Time] 

• Transportation Type: [Insert Type - e.g., car, shuttle] 

Please let us know if you have any special requests or if there are changes needed for this 

arrangement. 

Thank you for choosing our services. Safe travels! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


