
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Subject: No Objection Certificate for Travel  

Dear [Recipient's Name],  

I am writing to formally request a No Objection Certificate (NOC) for my 

upcoming travel plans. I intend to travel to [Destination] from [Start 

Date] to [End Date] for [Purpose of Travel].  

I assure you that I will ensure all responsibilities are managed 

effectively during my absence.  

Please let me know if you need any further information or documentation 

to process my request.  

Thank you for your consideration.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position/Title] 


