
Urgent Travel Rescheduling Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to urgently request a rescheduling of my 

upcoming travel itinerary originally planned for [original travel dates] due to [brief explanation 

of the reason]. 

Given the circumstances, I would appreciate it if you could assist me in adjusting my travel dates 

to [proposed new travel dates]. I understand this may be challenging and I am willing to 

accommodate any necessary changes related to my bookings. 

Thank you for your understanding and support. Please let me know at your earliest convenience 

if my request can be accommodated. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


