
Travel Plan Adjustment Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you about a necessary adjustment to 

my travel plans due to [briefly explain reason, e.g., unforeseen circumstances, changes in 

schedule, etc.]. 

Originally, my travel itinerary was as follows: 

• Departure: [Original Departure Date and Time] 

• Destination: [Original Destination] 

• Return: [Original Return Date and Time] 

However, the updated travel details are now: 

• New Departure: [New Departure Date and Time] 

• New Destination: [New Destination if applicable] 

• New Return: [New Return Date and Time] 

I apologize for any inconvenience this may cause and appreciate your understanding as I 

navigate these changes. Please let me know if you require any further information or if there are 

additional steps I need to take. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


