
Permission To Travel Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Designation/Title]

[Organization/Company Name]

[Address]

[City, State, Zip Code]

Subject: Permission to Travel

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to request permission to travel for the purpose of [state

the reason for your travel, e.g., attending a family event, business conference, academic trip, etc.].

The proposed travel dates are from [start date] to [end date].

I assure you that my travel will not interfere with my responsibilities and commitments during my

absence. I have made arrangements to ensure that my duties will be covered in my absence, and I

will be reachable via email or phone if any urgent matters arise.

During my trip, I will adhere to all laws and regulations governing travel, both in my departure

location and my destination. I understand the importance of representing [your organization/school,

etc.] positively during my travel and will act responsibly and professionally throughout the journey.

Enclosed with this letter, you will find all the necessary travel documents and any other supporting

materials required for your review.

I kindly request that you grant me permission to proceed with my travel plans, and I would be



grateful if you could provide a written acknowledgment of this permission for my records.

Thank you for your time and consideration. If you require any further information or have any

questions, please do not hesitate to contact me.

Sincerely,

[Your Name]

[Your Signature]

Remember to replace the placeholders in brackets with the relevant information for your specific

situation. Additionally, ensure you follow any specific guidelines or protocols given by your

organization or the authority granting the permission to travel.


