
Urgent Booking Confirmation Request 

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to request the urgent confirmation of my 

booking made on [Booking Date] for [Event/Service Name] scheduled on [Event Date].  

Due to unforeseen circumstances, I need to finalize my travel arrangements as soon as possible. 

Therefore, your prompt confirmation would be greatly appreciated.  

Booking Details:  

• Booking Reference Number: [Reference Number] 

• Event/Service Name: [Event/Service Name] 

• Date: [Event Date] 

• Time: [Event Time] 

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

Best regards, 

[Your Name]  

[Your Contact Information]  

[Your Address]  


