
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

YHA [Branch/Location Name]  

[Branch Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Travel Arrangements for [Event/Trip Name]  

I hope this letter finds you well. I am writing to discuss the travel 

arrangements for [Event/Trip Name] scheduled for [Date(s)].  

- **Travel Dates:** [Start Date] to [End Date]  

- **Participants:** [Number of Participants]  

- **Accommodation Preferences:** [Type of Accommodation, Room 

Requirements]  

- **Transportation Needs:** [Details on Travel Mode, Pick-Up/Drop-Off 

Locations]  

Please confirm the details and any additional information required for 

this arrangement. Looking forward to your prompt response.  

Thank you for your assistance.  

Best regards,  

[Your Name]  

[Your Position/Role]  

[Organization/Company Name] 


