
Critical Travel Information 

Dear [Employee Name], 

As you prepare for your upcoming trip to [Destination] from [Departure Date] to [Return Date], 

please take note of the following critical travel information: 

Itinerary Summary 

• Flight: [Flight Number] departing at [Time] 

• Accommodation: [Hotel Name], [Hotel Address] 

• Transportation: [Transportation Details] 

Health and Safety Guidelines 

Please adhere to the following health protocols: 

• Mask mandates in public spaces 

• Regular hand sanitization 

• Health monitoring and reporting 

Emergency Contacts 

In case of emergencies, please reach out to: 

• [Company Emergency Number] 

• [Local Emergency Services Number] 

Travel Policy Reminder 

Please ensure compliance with our travel policy, which includes: 

• Daily reporting of travel status 

• Expense reporting within 5 business days post-travel 

Safe travels, and feel free to reach out if you need any assistance. 

Best regards, 

[Your Name]  

[Your Position]  

[Company Name]  

[Company Contact Information] 


