
Travel Acknowledgment 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Team Name] 

Subject: Acknowledgment of Travel Arrangements 

Dear [Recipient Name], 

We would like to formally acknowledge the travel arrangements made for our sports team's 

upcoming trip to [Insert Destination] for the [Insert Event Name] on [Insert Date]. 

We appreciate the efforts taken to coordinate transportation and accommodations for our players 

and staff. This will greatly enhance our experience and performance. 

We are looking forward to a successful and enjoyable trip. 

Thank you once again for your support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Insert Your Team Name] 


