Travel Voucher Redemption Request

Date: [Insert Date]

To: [Travel Department/HR Department]

From: [Your Name]

Subject: Request for Travel Voucher Redemption
Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally request the redemption of my travel
vouchers for an upcoming business trip. Below are the details of my travel:

e Travel Dates: [Insert Start Date] to [Insert End Date]

o Destination: [Insert Destination]

e Purpose of Travel: [Insert Purpose]

e Issued Voucher Code: [Insert Voucher Code]

Please let me know if you require any further information to process this request. | appreciate
your assistance in this matter.

Thank you for your support.
Best Regards,

[Your Name]

[Your Job Title]

[Your Company Name]
[Your Contact Information]



