
Business Trip Confirmation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Confirmation of Business Trip for Site Inspection 

Dear [Recipient Name], 

I am writing to confirm the details of my upcoming business trip scheduled for [Insert Date(s)] 

for the purpose of site inspection at [Location]. 

Trip Details: 

• Departure: [Departure Location] at [Time] 

• Arrival: [Destination] at [Time] 

• Date of Inspection: [Date] 

• Purpose: Site Inspection 

• Accommodation: [Hotel/Accommodation Details] 

Please feel free to reach out if there are any adjustments or additional information required 

regarding this trip. 

Thank you, and I look forward to our collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


