
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

approval for travel related to [mention the purpose of travel, e.g., 

attending a conference, meeting with clients, etc.]. The details of my 

travel request are as follows:  

**1. Purpose of Travel:**  

[Briefly explain the purpose and importance of the trip.]  

**2. Travel Dates:**  

[Specify the start and end dates of the trip.]  

**3. Destination(s):**  

[Provide the locations you will be visiting.]  

**4. Itinerary:**  

[Outline your proposed itinerary, including any events or meetings 

planned.]  

**5. Estimated Costs:**  

- Transportation: [Cost estimation]  

- Accommodation: [Cost estimation]  

- Meals: [Cost estimation]  

- Miscellaneous: [Cost estimation]  

- Total Estimated Cost: [Total]  

**6. Benefits to the Organization:**  

[Explain how this trip will benefit your work or the organization.]  

I believe this trip is essential to [reiterate the significance], and I 

assure you that I will manage costs effectively. I kindly request your 

approval for this travel request.  

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

response.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Department] 


