
Business Trip Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Confirmation of Business Trip for Project Collaboration 

Dear [Recipient's Name], 

I am writing to confirm my upcoming business trip to [Destination] from [Start Date] to [End 

Date]. The purpose of this trip is to discuss and collaborate on the [Project Name]. 

During my visit, I plan to meet with you and your team to explore potential synergies and project 

timelines. Our agenda will focus on [Briefly Outline Key Discussion Points]. 

I look forward to our meeting and am excited about the possibilities our collaboration can bring. 

Thank you for your attention, and please feel free to reach out if there are any changes or 

additional topics you'd like to discuss. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


