
Itinerary Planning for Collaborative Partner 

Trip 

Dear [Partner's Name], 

I hope this message finds you well. As we prepare for our upcoming collaborative trip, I wanted 

to outline the proposed itinerary for our time together. This will ensure that we are aligned and 

can make the most of our partnership. 

Proposed Itinerary 

Day 1: Arrival 

• Morning: Arrival at [Airport Name] 

• Afternoon: Check-in at [Hotel Name] 

• Evening: Welcome Dinner at [Restaurant Name] 

Day 2: Workshops and Meetings 

• Morning: Workshop on [Topic] at [Location] 

• Afternoon: Meeting with [Team/Partner] to discuss [Agenda] 

• Evening: Networking Event at [Venue] 

Day 3: Site Visits 

• Morning: Visit to [Site/Facility] 

• Afternoon: Lunch at [Cafe/Restaurant] 

• Evening: Free Time for Exploration 

Day 4: Departure 

• Morning: Farewell Breakfast 

• Afternoon: Departure from [Airport Name] 

Please let me know your thoughts on this itinerary at your earliest convenience. I look forward to 

collaborating and creating a productive and enjoyable experience for both of our teams. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


