Your Name]**

Your Address]**

City, State, Zip Code]**

Email Address]**

Phone Number]**

Date] **

Recipient's Name] **

Recipient's Title]**

Company/Organization Name]**

Address]**

**[City, State, Zip Code]**

Dear [Recipient's Name],

Subject: Travel Authorization Request

I am writing to formally request authorization for travel to
[destination] from [start date] to [end date] for the purpose of [briefly
explain the purpose of travel].

Details of the trip are as follows:

- **Travel Dates:** [start date] to [end date]

- **Destination:** [location]

- **Purpose:** [reason for travel]

- **Estimated Costs:** [mention any expected costs 1f applicable]

I believe that this trip will be beneficial because [explain the benefits
or objectives].

Please let me know if you require any further information to process this
request. Thank you for considering my request. I look forward to your
prompt response.

Sincerely,

[Your Name]

[Your Position] (if applicable)

[Your Company/Organization] (if applicable)
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