
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Company Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally request approval for travel to attend [Name of 

Seminar] scheduled to take place from [Start Date] to [End Date] in 

[Location]. This seminar will focus on [Brief Description of Seminar 

Topic], which aligns with our organizational goals and my professional 

development objectives. 

Attending this seminar will provide valuable insights and networking 

opportunities that can enhance our team's capabilities and foster 

innovative ideas for our ongoing projects. I believe that the knowledge 

gained from this event will be directly applicable to my current role and 

will benefit our organization in the long run. 

The estimated costs associated with this trip are as follows:  

- Registration Fee: [Amount]  

- Travel Expenses: [Amount]  

- Accommodation: [Amount]  

- Meals: [Amount]  

Total Estimated Cost: [Total Amount]  

I will ensure to manage these expenses within the budget guidelines and 

submit all receipts for reimbursement as required.  

I appreciate your consideration of this request and am happy to discuss 

any details if needed. Thank you for supporting my professional 

development. 

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Department] 


