
Travel Plans Reassignment 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Reassignment of Travel Plans 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you of a reassignment regarding the 

travel plans initially scheduled for [original travel date]. Due to [brief reason for reassignment], 

we have made the following adjustments: 

New Travel Details: 

• Departure Date: [New Departure Date] 

• Return Date: [New Return Date] 

• Destination: [New Destination] 

• Accommodation: [New Accommodation Details] 

• Transportation: [New Transportation Arrangements] 

Please confirm your acceptance of these changes at your earliest convenience. Should you have 

any questions or require further modifications, do not hesitate to reach out. 

Thank you for your understanding and flexibility. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


