
Flight Change Notification Permission 

Date: [Insert Date] 

To Whom It May Concern, 

I, [Your Name], am writing to formally request permission for a change in flight details for my 

upcoming trip booked under the reservation number [Insert Reservation Number]. 

The original flight details are as follows: 

• Flight Number: [Original Flight Number] 

• Date: [Original Flight Date] 

• Departure: [Original Departure Location] 

• Destination: [Original Destination] 

I would like to request the following changes: 

• New Flight Number: [New Flight Number] 

• New Date: [New Flight Date] 

• New Departure: [New Departure Location] 

• New Destination: [New Destination] 

Please let me know if this change can be accommodated. I appreciate your prompt attention to 

this matter. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 


