
Trip Schedule Verification Inquiry 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Title] 

[Insert Company/Organization Name] 

[Insert Company Address] 

[City, State, Zip Code] 

 

Dear [Insert Recipient's Name], 

I hope this message finds you well. I am writing to kindly request verification of the schedule for 

our upcoming trip to [Destination] from [Start Date] to [End Date]. 

Could you please confirm the following details: 

• Departure Date and Time 

• Return Date and Time 

• Transportation Arrangements 

• Accommodation Details 

Your assistance in confirming these details would be greatly appreciated, as it will help us in our 

preparations. 

Thank you for your attention to this matter. I look forward to your prompt response. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


