
Request for Flight Schedule Adjustment 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Airline Name] 

[Airline Address] 

[City, State, Zip Code] 

Dear Customer Service Team, 

I hope this message finds you well. I am writing to formally request an adjustment to my 

upcoming flight schedule due to a family emergency that requires my immediate attention. 

My flight details are as follows: 

• Flight Number: [Insert Flight Number] 

• Departure Date: [Insert Departure Date] 

• Origination: [Insert Departure City] 

• Destination: [Insert Destination City] 

Given the circumstances, I kindly request any possible options for rescheduling my flight to a 

later date without incurring additional fees. Your assistance in this matter would be greatly 

appreciated, as it would allow me to attend to my family obligations. 

Thank you for your understanding and prompt attention to this matter. I look forward to your 

favorable response. 

Sincerely, 

[Your Name] 


