
Airport Transfer Request 

Date: [Insert Date] 

To: [Transportation Service Provider Name] 

From: [Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

Dear [Transportation Service Provider], 

I am writing to request a scheduled airport transfer from [Pick-Up Location] to [Airport Name] 

on [Date of Transfer]. I will require transportation at [Time of Transfer]. 

Details of the transfer are as follows: 

• Full Name: [Your Full Name] 

• Flight Number: [Your Flight Number] 

• Arrival/Departure Time: [Arrival/Departure Time] 

• Number of Passengers: [Number of Passengers] 

• Contact Number: [Your Contact Number] 

Please confirm the details of this transfer and let me know if you need any further information. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 


