Business Travel Itinerary Confirmation

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Confirmation of Business Travel Itinerary for Training Sessions

Itinerary Details
Traveler Name: [Insert Traveler Name]
Departure: [Insert Departure Location] on [Insert Departure Date & Time]

Arrival: [Insert Arrival Location] on [Insert Arrival Date & Time]

Training Sessions Schedule
e Session 1: [Session Topic] - [Date] | [Time] | [Location]

e Session 2: [Session Topic] - [Date] | [Time] | [Location]
e Session 3: [Session Topic] - [Date] | [Time] | [Location]

Return Details

Departure: [Insert Departure Location] on [Insert Departure Date & Time]

Arrival: [Insert Arrival Location] on [Insert Arrival Date & Time]

If you have any questions or require further information, please do not hesitate to reach out.
Best regards,

[Your Name]

[Your Position]
[Your Company]



