
Travel Agenda Verification Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

This letter serves to verify the travel agenda for your upcoming trip scheduled for [Travel Dates]. 

Below are the details of your itinerary: 

Itinerary Details 

• Departure: [Departure City] on [Departure Date & Time] 

• Arrival: [Arrival City] on [Arrival Date & Time] 

• Return: [Return City] on [Return Date & Time] 

Please review the itinerary and confirm that all details are accurate. Should there be any 

discrepancies or changes required, do not hesitate to contact us at your earliest convenience. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


