
Booking Amendment Request 

Date: [Insert Date] 

To: [Transport Service Provider Name] 

Address: [Transport Service Provider Address] 

Contact: [Transport Service Provider Contact Information] 

Dear [Transport Service Provider Name], 

I hope this message finds you well. I am writing to request an amendment to my existing 

transport service booking. 

Booking Details: 

• Booking Reference: [Insert Booking Reference] 

• Original Date of Service: [Insert Original Date] 

• Original Time of Service: [Insert Original Time] 

• Original Pick-up Location: [Insert Original Pick-up Location] 

Requested Amendments: 

• New Date of Service: [Insert New Date] 

• New Time of Service: [Insert New Time] 

• New Pick-up Location: [Insert New Pick-up Location] 

Please let me know if the above changes can be accommodated. I appreciate your assistance in 

updating my booking and look forward to your prompt response. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Address] 

[Your Contact Information] 


