
Flight Transfer Request Agreement 

Date: [Insert Date] 

From: [Your Name] [Your Address] [City, State, Zip Code] [Email Address] [Phone Number] 

To: [Airline Company Name] [Airline Address] [City, State, Zip Code] 

Dear [Airline Customer Service/Specific Name], 

Subject: Request for Flight Transfer 

I, [Your Full Name], hereby request a transfer of my flight originally scheduled for [Original 

Date] from [Original Departure Location] to [Destination] with the following details: 

• Flight Number: [Original Flight Number] 

• Booking Reference: [Booking Reference Number] 

• New Requested Flight Date: [New Date] 

• New Requested Flight Number: [New Flight Number, if applicable] 

Due to [Brief Reason for Transfer Request], I kindly ask for your assistance in processing this 

transfer at your earliest convenience. I understand that applicable fees or fare differences may 

apply. 

Please confirm the acceptance of this transfer request via email or phone at your earliest 

convenience. 

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

Sincerely, 

[Your Name] 

[Your Signature (if sending a hard copy)] 


