Inquiry Regarding International Travel
Approval for Volunteer Work

Date: [Insert Date]
[Your Name]
[Your Address]
[City, State, Zip Code]
[Your Email]
[Your Phone Number]
[Recipient Name]
[Recipient Title]
[Organization Name]
[Organization Address]
[City, State, Zip Code]
Dear [Recipient Name],
I hope this message finds you well. I am writing to inquire about the approval process for
international travel related to my upcoming volunteer work with [Organization/Project Name]
from [Start Date] to [End Date].
As part of my commitment to this cause, | would like to understand the necessary steps and
documentation required to obtain travel approval for this important mission. I want to ensure full
compliance with [Your Organization's Name] policies and any relevant regulations.
Could you please provide information on the following:
e The required documentation for travel approval
o Timeline for the approval process

« Any specific policies | need to be aware of

Thank you for your attention to this matter. | look forward to your prompt response so | can
proceed accordingly.



Warm regards,

[Your Name]



