
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to share my travel 

itinerary for my upcoming trip to Vancouver International Airport (YVR). 

Below are the details of my travel plans: 

**Flight Information:**  

- **Departure:** [Departure City]  

- **Airline:** [Airline Name]  

- **Flight Number:** [Flight Number]  

- **Date of Departure:** [Departure Date]  

- **Time of Departure:** [Departure Time]  

**Arrival Information:**  

- **Arrival at YVR:** [Arrival Date]  

- **Time of Arrival:** [Arrival Time]  

**Accommodations:**  

- **Hotel Name:** [Hotel Name]  

- **Address:** [Hotel Address]  

- **Check-in Date:** [Check-in Date]  

- **Check-out Date:** [Check-out Date]  

**Transportation:**  

- **Pre-arranged Transport:** [Yes/No]  

- **Rental Car Details:** [Rental Company Name, if applicable]  

Please let me know if you need any further information regarding my 

itinerary. I look forward to my trip and appreciate your assistance in 

coordinating the details. 

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name] 


