
Business Trip Confirmation 

Dear [Client's Name], 

We are pleased to confirm the details of our upcoming business trip to meet with you. 

Trip Details 

• Travel Date: [Date] 

• Departure Time: [Time] 

• Return Date: [Date] 

• Return Time: [Time] 

• Location: [Meeting Address] 

• Agenda: [Brief Agenda of the Meeting] 

We look forward to our meeting and discussing how we can work together effectively. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


