
Transportation Arrangement Request for 

Family Reunion 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

upcoming family reunion scheduled for [Insert Date] at [Insert Location]. We expect 

approximately [Insert Number] family members to attend, and it would be greatly appreciated if 

you could assist us in organizing transportation for the duration of the event. 

We may require the following: 

• Pick-up and drop-off services from [Insert Start Location] to [Insert Reunion Venue] 

• Transportation for family members on [Insert Dates] during the reunion 

• Any other arrangements that can facilitate our gathering 

If possible, please provide us with a quote and available options for the transportation services. 

Should you need any further details, do not hesitate to reach out to me at [Your Phone Number] 

or [Your Email]. 

Thank you for considering our request. We look forward to your prompt response. 

Sincerely, 

[Your Name] 


