
[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Travel Authorization Request  

I hope this message finds you well. I am writing to formally request 

authorization for travel related to [specific purpose of travel, e.g., a 

conference, meeting, project site visit].  

Details of the travel are as follows:  

- **Destination:** [City, State/Country]  

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

- **Purpose of Travel:** [Brief description of the purpose]  

- **Estimated Expenses:** [Overview of costs, e.g., airfare, 

accommodations, meals]  

I believe this travel is essential for [reason the travel is necessary], 

and I am confident that it will contribute positively to [mention any 

expected outcomes].  

I would greatly appreciate your prompt consideration of this request. 

Please let me know if you require any additional information or 

documentation to facilitate the approval process.  

Thank you for your attention to this matter. I look forward to your 

favorable response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title] 


