
Travel Arrangements Agreement 

Date: [Insert Date] 

From: [Your Name] 

To: [Recipient's Name] 

Subject: Agreement on Travel Arrangements 

Dear [Recipient's Name], 

This letter serves as an agreement regarding the travel arrangements for [specific trip details, 

e.g., business trip to XYZ location on specific dates]. 

Travel Details 

• Departure Date: [Insert Date] 

• Return Date: [Insert Date] 

• Mode of Transportation: [Insert Mode, e.g., flight, train, etc.] 

• Accommodation: [Insert Accommodation Details] 

• Additional Notes: [Insert any additional details] 

Financial Arrangements 

The costs associated with the travel will be covered by [insert responsible party]. The estimated 

total cost is [insert amount]. 

Cancellation Policy 

In case of cancellation, please inform at least [insert timeframe] in advance to avoid any 

cancellation fees. 

Please confirm your acceptance of these arrangements by signing below. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 



Acceptance 

I, [Recipient's Name], agree to the travel arrangements as outlined in this letter. 

Signature: ____________________________ 

Date: [Insert Date] 


