
Change Request for Transportation Service 

Reservation 

Date: [Insert Date] 

To: [Transportation Service Provider Name] 

From: [Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Subject: Change Request for Transportation Service Reservation # [Reservation Number] 

Dear [Transportation Service Provider's Contact Name], 

I hope this message finds you well. I am writing to formally request a change to my existing 

transportation service reservation made on [Original Reservation Date] under reservation number 

[Reservation Number]. 

Details of the current reservation: 

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

• Drop-off Location: [Original Drop-off Location] 

• Date of Service: [Original Date of Service] 

I would like to request the following changes: 

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

• New Drop-off Location: [New Drop-off Location] 

• New Date of Service: [New Date of Service] 

Thank you for your attention to this matter. I look forward to your confirmation of the changes at 

your earliest convenience. Please feel free to contact me at [Your Phone Number] or [Your 

Email] should you need any further information. 

Sincerely, 

[Your Name] 


