
Travel Details for Business Affiliate 

Engagement 

Date: [Insert Date] 

Dear [Affiliate's Name], 

We are excited to inform you about the travel arrangements for our upcoming business affiliate 

engagement meeting. Below are the pertinent details: 

Travel Itinerary 

• Departure: [Departure Date & Time] from [Departure City/Airport] 

• Arrival: [Arrival Date & Time] at [Destination City/Airport] 

• Return: [Return Date & Time] from [Destination City/Airport] 

Accommodation 

Guest will be staying at [Hotel Name]. Below are the details: 

• Check-in: [Check-in Date] 

• Check-out: [Check-out Date] 

• Address: [Hotel Address] 

• Contact Number: [Hotel Phone Number] 

Meeting Details 

The business meeting is scheduled as follows: 

• Date: [Meeting Date] 

• Location: [Meeting Venue] 

• Time: [Meeting Time] 

Please feel free to reach out if you need any further information or assistance. 

Looking forward to a productive meeting. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


