
Travel Itinerary Update 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you of an update regarding my travel 

itinerary for the upcoming [Conference Name] scheduled for [Dates]. 

Updated Itinerary Details: 

• Departure: [New Departure Date & Time] from [Departure Location] 

• Arrival: [New Arrival Date & Time] at [Arrival Location] 

• Conference Venue: [Venue Name & Address] 

• Return: [Return Date & Time] 

Please let me know if you require any further information or assistance. I look forward to 

participating in the conference and appreciate your support in facilitating my travel 

arrangements. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


