
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Educational Travel Authorization  

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

authorization for educational travel related to [describe the purpose of 

the travel, e.g., attending a conference, field study, internship, etc.].  

The details of the proposed travel are as follows:  

- **Destination**: [Location(s)]  

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

- **Purpose of Travel**: [Briefly explain the educational significance 

and expected outcomes]  

- **Funding**: [Outline how the travel will be funded, e.g., personal 

funds, scholarships, grants, etc.]  

I believe this opportunity will greatly enhance my [knowledge, skills, 

experience, etc.] in [specific subject area or field], and contribute 

positively to my academic and professional development.  

I kindly ask for your support and approval for this travel authorization. 

Please let me know if you need any additional information or 

documentation to assist in the decision-making process.  

Thank you for considering my request. I look forward to your favorable 

response.  

Sincerely,  

[Your Name]  

[Your Title or Position, if applicable]  

[Your Institution/Organization Name] 


