
Business Trip 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 our upcoming business trip scheduled for [Insert Dates] to discuss our 

partnership opportunities. The agenda will include meetings focused on [Insert Key Topics]. 

Please let us know your availability during this period, as we are eager to explore potential 

collaborations and synergies. 

For any further information or specific requests, feel free to reach out. 

Looking forward to our discussions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


