WRITEFORMAT.COM
[Date]
Request Email for Approval of Travel Expenses ﻿
Date:
To
[The Recipient Name]
[Address]
Dear Mr. [name]
I [name], [designation] in [department name] am writing to request you to approve my travel expenses. I am going to [country name] on [date] to attend the [name] conference on behalf of our company. I will present our company’s contributions in this field and share our experiences with the other delegates. Since it is an official assignment so as per the contract, the travel expenses would be covered by the company.
I am sharing an estimate of the amount including the price of the air ticket along with hotel fare and food and transport charges. Please consider this matter at your earliest as the conference is on[date] and I have to get all the tickets and hotel room booked before [date]. I would really appreciate it if you could give this issue your attention at the earliest.
Looking forward to your cooperation.
Yours Sincerely.
Name
Designation
Department name
[Date]
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