Writing to airlines about special needs accommodation involves
a clear and respectful approach, detailing your specific
requirements and requesting the necessary arrangements to
ensure a comfortable flight experience. This guide offers a
template for writing to airlines about special needs
accommodation, including an example that matches the template
exactly, essential factors to consider, and a variation of the
template.

Strategy and Justification for Requesting
Special Needs Accommodation

- Detail Specific Needs: Clearly describe your special
needs or the accommodations required for your flight.

 Request Necessary Arrangements: Ask the airline to make
specific arrangements to accommodate your needs.

= Explain Importance: Highlight the importance of these
accommodations for your comfort and safety during the
flight.

 Maintain a Respectful Tone: Be polite and understanding
in your request, acknowledging the airline’s efforts to
assist.

Components of a Special Needs
Accommodation Request Letter

Formal Greeting: Begin with a courteous address to the
airline’s customer service team.

Flight Details: Provide information about your upcoming
flight, including the flight number, date, and route.

Description of Special Needs: Describe the specific
accommodations you require for your flight.



Request for Arrangements: State clearly the arrangements you
are requesting from the airline.

Reason for Request: Explain why these accommodations are
necessary for your travel.

Closing with Contact Information: Offer your contact details
and express hope for a positive response.

Advice for Drafting a Special Needs
Accommodation Request Letter

Specificity and Clarity: Be specific about your special needs
and the accommodations you require.

Polite and Appreciative Tone: Ensure your tone is respectful
and appreciative of the airline’s assistance.

Detailed Explanation: Provide enough detail to help the
airline understand and fulfill your request.

Early Communication: Send your request well in advance of your
flight to allow ample time for arrangements.

Professional Presentation: Ensure your letter is well-composed
and free of errors.

Special Needs Accommodation Request
Template

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

Customer Service Department



[Airline Name]
[Airline Address]
[City, State, Zip Code]

Dear Customer Service Team,

I am writing to request special accommodations for my upcoming
flight on [Airline Name], flight number [Flight Number],
scheduled on [Flight Date] from [Departure City] to
[Destination City]. I have [describe your special need or
condition], and specific arrangements are necessary to ensure
my comfort and safety during the flight.

I kindly request [state the specific accommodations you need,
such as wheelchair access, a seat with extra legroom, special
dietary requirements, etc.]. These accommodations are crucial
for me due to [briefly explain why these accommodations are
necessary for your travel].

I appreciate your attention to this matter and your commitment
to assisting passengers with special needs. I hope that
[Airline Name] can make the necessary arrangements to
accommodate my request.

Thank you for your understanding and assistance. I 1look
forward to a comfortable and safe journey with [Airline Name].

Sincerely,

[Your Printed Name]

Example Letter Matching the Template

Jane Doe

123 Apple Street
Anytown, AN 12345
jane.doe@email.com
(555) 987-6543
June 4, 2024



Customer Service Department
SkyHigh Airlines

789 Flight Avenue

Airville, AV 67890

Dear Customer Service Team,

I am writing to request special accommodations for my upcoming
flight on SkyHigh Airlines, flight number SH789, scheduled on
July 10, 2024, from Chicago to Miami. I have a mobility
impairment, and specific arrangements are necessary to ensure
my comfort and safety during the flight.

I kindly request wheelchair assistance at both the departure
and arrival airports, as well as a seat with extra legroom on
the flight. These accommodations are crucial for me due to my
limited mobility and the need to stretch during the flight for
comfort.

I appreciate your attention to this matter and your commitment
to assisting passengers with special needs. I hope that
SkyHigh Airlines can make the necessary arrangements to
accommodate my request.

Thank you for your understanding and assistance. I 1look
forward to a comfortable and safe journey with SkyHigh
Airlines.

Sincerely,

Jane Doe

Variation of Special Needs Accommodation
Request Template

[Your Name]



Customer Service Department

Dear Customer Service Team,

I am reaching out regarding my flight with [Airline Name],
flight number [Flight Number], departing on [Flight Date] from
[Departure City] to [Destination City]. I require special
accommodations due to [state a different special need or
condition, such as a hearing impairment, allergy, etc.].

For my flight, I would need [mention different specific
accommodations, such as assistance for hearing-impaired
passengers, allergy-friendly meals, etc.]. These arrangements
are essential for [explain the reason related to your
condition or need].

I am grateful for [Airline Name]'s efforts to accommodate
passengers with varying needs and trust that you will be able

to assist with my request.

Thank you for your consideration and support. I am looking
forward to a pleasant flight experience with [Airline Name].

Best regards,

[Your Printed Name]



