Request for Last Minute Travel

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request approval for a spontaneous journey
due to [brief reason for travel]. The opportunity has arisen unexpectedly, and | believe it would
greatly benefit our [project/team/organization].

Details of the trip are as follows:

Destination: [Destination]

Departure Date: [Date]

Return Date: [Date]
Purpose: [Brief description]

| understand this request is last minute, but | am confident that the insights gained from this trip
will be invaluable. | appreciate your consideration and hope for a positive response at your
earliest convenience.

Thank you for your understanding.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



