
[Your Name]  

[Your Position]  

[Your Organization]  

[Organization Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Travel Authorization  

I am writing to formally request approval for travel related to [briefly 

state purpose, e.g., a business meeting, conference, training session] 

scheduled for [dates of travel] in [destination]. The details of the 

travel are as follows:  

- **Departure Date:** [insert date]  

- **Return Date:** [insert date]  

- **Purpose of Travel:** [insert purpose]  

- **Estimated Costs:** [insert cost breakdown, e.g., transportation, 

accommodation, meals]  

This travel is essential for [mention the importance of this travel in 

relation to your role/projects], and I believe it will significantly 

contribute to [state potential benefits to the organization].  

I kindly request your approval for this travel at your earliest 

convenience. Should you need any additional information or documentation 

to facilitate this process, please do not hesitate to contact me.  

Thank you for considering my request.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


