[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[The Recipient]
 Respected Sir,
This letter is intended to request you for the travel expenses of my recent upcoming trip to Turkey on 5th September, 20XX.
I am taking this trip for both personal and business reasons so I can attend the workshop for recent trends in IT Firms. This will be beneficial for elevating both my personal and technical skills. You are well aware of my devotion to this company and the hard work I put in my projects to move this company ahead of technology. I have been serving here for 9 years now and I know that you will not disappoint me by disapproving of my request.
Therefore, I request you to approve my travel expenses for this trip which include international return air tickets, domestic air tickets, and local traveling expenses. I have attached all the basic routes of local traveling in the country, which covers the ferry, taxis, and minibus expenses.
I will be looking forward to your positive response. Kindly grant this request as soon as possible, so I can prepare for the trip.
Thank you in advance.
[bookmark: _GoBack]Yours Sincerely.
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