
Travel Schedule Verification Form 

To Whom It May Concern, 

This letter is to verify the travel schedule for the following individual: 

Name: [Full Name] 

Position: [Job Title] 

Department: [Department Name] 

Travel Dates: [Start Date] to [End Date] 

Destination: [Destination City, Country] 

Purpose of Travel: [Business/Personal - Specify] 

Please confirm the details above at your earliest convenience. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


