
Business Trip Confirmation 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Confirmation of Business Trip for Industry Expo 

Dear [Employee Name], 

We are pleased to confirm your business trip to attend the [Name of Industry Expo] scheduled 

for [Dates of Expo] in [Location]. This event presents an excellent opportunity for networking 

and gaining insights into the latest industry trends. 

Trip Details: 

• Departure: [Departure Date and Time] 

• Return: [Return Date and Time] 

• Flight Details: [Flight Information] 

• Accommodation: [Hotel Name and Address] 

• Contact Information: [Contact Number] 

Please ensure you have all necessary documents and prepare your itinerary accordingly. Should 

you have any questions or require further assistance, do not hesitate to reach out. 

Wishing you a successful trip! 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 


