Date
To
[The Recipient]
[Business/Company Name]
Subject: Letter to confirm travel arrangements
Dear Johnson,
As discussed during our telephonic conversation, I am writing you to confirm that my flight will arrive at Michigan airport on September 26 20XX at 10:00 a.m. I hope that all the requested arrangements will have been made as per my requirements. For this, I would like to thank you in anticipation for providing me accommodation for my entire trip. Since I will be new to your country, it is expected that your company representative will meet me at the airport to receive me. Please let me know his mobile number so that I would call him/her as soon as I reach the airport.
I hereby confirm that I am agreeing to stay in room number 100 of the company’s guesthouse for the entire duration of my trip. I will be carrying some light luggage and hand baggage with me. I have also sent you my presentation slides in your provided email. Please acknowledge and confirm whether my data has been received by your office. I am hopeful that my trip will be peaceful, and I will enjoy working with you on this project. In case of any change in travel arrangements, please let me know on my cell number.
Thanking you in anticipation.
Regards,
Karl Hopper
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