
Travel Plan for Charity Volunteer Work 

To: [Recipient's Name] 

From: [Your Name] 

Date: [Today's Date] 

Subject: Travel Plan for Charity Volunteer Work 

Introduction 

Dear [Recipient's Name], 

I am writing to share my travel plan for the upcoming charity volunteer project organized by 

[Organization Name]. This initiative aims to [brief description of the project]. 

Travel Itinerary 

Departure 

Date: [Departure Date] 

Time: [Departure Time] 

From: [Departure Location] 

To: [Destination] 

Return 

Date: [Return Date] 

Time: [Return Time] 

Accommodation 

I will be staying at [Accommodation Name/Address] during the project. 

Volunteer Activities 

During my time there, I will be involved in [list activities or tasks]. 



Budget 

The estimated cost for this trip is approximately [amount]. This includes [brief breakdown of 

expenses]. 

Conclusion 

Thank you for your consideration, and I look forward to contributing to this meaningful cause. 

Best regards, 

[Your Name] 

[Your Contact Information] 


