
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Airline Name]  

[Customer Service Department]  

[Airline Address]  

[City, State, Zip Code]  

Subject: Request for Ticket Change - [Your Booking Reference/Confirmation 

Number]  

Dear Customer Service Team,  

I hope this message finds you well. I am writing to request a change to 

my flight itinerary associated with the booking reference number [Your 

Booking Reference Number].  

- **Current Flight Details:**  

 - Flight Number: [Current Flight Number]  

 - Departure Date: [Current Departure Date]  

 - Departure Location: [Current Departure Location]  

 - Destination: [Current Destination]  

- **Requested Changes:**  

 - New Travel Date: [New Travel Date]  

 - New Flight Number (if applicable): [New Flight Number]  

 - Additional Information: [Any other relevant details]  

I understand that there may be associated fees with this change and I am 

willing to comply with any necessary procedures. I appreciate your 

assistance with this matter and look forward to your prompt response.  

Thank you for your attention to this request.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


