
Request for Consent on Business Travel 

Plans 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your consent regarding my 

upcoming business travel plans for [purpose of travel] to [destination] from [start date] to [end 

date]. This trip is essential for [briefly explain the importance and benefits of the travel]. 

In preparation for this trip, I have ensured that all necessary arrangements have been made, 

including [mention any relevant details such as travel bookings, accommodations, and itinerary]. 

I am committed to maintaining productivity and responsibility during my travel, and I will 

ensure that all obligations and tasks are managed effectively. 

Given the outlined reasons, I kindly ask for your favorable consideration of my request. I am 

more than willing to discuss this matter further and address any concerns you may have. 

Thank you for considering my appeal. I look forward to your timely response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


