
International Volunteer Exchange Travel Arrangements 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Subject: Travel Arrangements for Volunteer Exchange Program 

Dear [Recipient's Name], 

We are excited to inform you about the travel arrangements for your upcoming participation in 

the International Volunteer Exchange Program. Below are the details pertaining to your travel: 

Travel Itinerary: 

• Departure: [Departure Date and Time], [Departure Location] 

• Arrival: [Arrival Date and Time], [Destination Location] 

• Flight Number: [Flight Number] 

Accommodation Details: 

You will be staying at [Hotel/Hostel Name] located at [Address]. Check-in is scheduled for 

[Check-in Date] and check-out for [Check-out Date]. 

Transportation: 

Transportation to and from the airport will be arranged. A representative will meet you at 

[Meeting Point] upon your arrival. 

Contact Information: 

If you have any questions or require further assistance, please feel free to reach out to: 

• Name: [Contact Person's Name] 

• Email: [Contact Email] 

• Phone: [Contact Phone Number] 

Thank you for your commitment to this program. We look forward to your arrival and the 

positive impact you will create. 

Best Regards, 

[Your Name] 



[Your Position] 

[Your Organization] 

[Organization's Address] 

[Phone Number] 

[Email Address] 


