
Transportation Arrangement Request for 

Airport Transfers 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request transportation arrangements for 

airport transfers for [Name of Individual or Group] on [Date]. 

Details are as follows: 

• Arrival Flight: [Flight Number, Date, and Time] 

• Departure Flight: [Flight Number, Date, and Time] 

• Number of Passengers: [Number] 

• Special Requests: [Any specific requirements or requests] 

Please confirm the arrangement at your earliest convenience. Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


