
Travel Arrangement Confirmation 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to confirm the quick travel arrangements we 

discussed for your upcoming trip on [Date]. Below are the details: 

• Departure: [Departure City] at [Departure Time] 

• Arrival: [Arrival City] at [Arrival Time] 

• Airline: [Airline Name] 

• Flight Number: [Flight Number] 

• Hotel Accommodation: [Hotel Name], [Hotel Address] 

• Check-in Date: [Check-in Date] 

• Check-out Date: [Check-out Date] 

Please let me know if you need any further assistance or adjustments to these arrangements. 

Safe travels! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


