[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[The Recipient]
Respected Sir,
I am writing this letter to put a formal request on my behalf, so you can approve my travel expenses for the business trip regarding my recent project with IT Corporation Company.
[bookmark: _GoBack]I was assigned with this project under the name of XYZ on Date: 28th April, 20XX and upon its final stages, I had to visit the headquarters of this company in New York to submit my final draft. As you know that the travel expenses are relatively high and not on my budget. It is a 7-day trip in which I will visit the headquarters and different IT associated branches of the company.
Since it is a business trip, I would like to request for the approval of my travel expenses. The expense involves return air ticket, hotel stay, brunch and dinner expenses, and travel allowances. The rest expenses would be included in my pocket. As per the medical tariffs, I will be using the company's medical insurance policy. I will make sure to return as soon as the work finishes and proceed with my work without any delay.
I will be waiting for your final approval letter so I can start my preparations for the trip. Looking forward to hearing from you soon.
Thank you.
Yours Sincerely.
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