
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

VIP Services  

John F. Kennedy International Airport  

Building 14, 3rd Floor  

Jamaica, NY 11430  

Dear VIP Services Team, 

I hope this message finds you well. I would like to request VIP services 

for my upcoming travel through JFK Airport. Below are the details needed 

to facilitate the arrangements: 

**Flight Information:**  

- Date of Travel: [Insert Date]  

- Flight Number: [Insert Flight Number]  

- Arrival/Departure Time: [Insert Time]  

**Passenger Information:**  

- Name: [Insert Full Name]  

- Contact Number: [Insert Phone Number]  

- Number of Passengers: [Insert Number]  

**Special Requirements:**  

- [Insert any special requests, if applicable]  

Please let me know if you need any further information to process my 

request. I look forward to your confirmation. 

Thank you very much for your assistance. 

Sincerely,  

[Your Name]  

[Your Signature, if sending a hard copy] 


