Travel Policy Summary

Date: [Insert Date]

To: [Insert Consulate Name]

Subject: Travel Policy Summary for Consulate Application
Dear [Consulate Official's Name],

We are pleased to provide a summary of our travel policy as part of our application for a [type of
visa or consulate application]. Our travel policy is designed to ensure the safety, compliance, and
cost-effectiveness of travel for our employees.

Policy Overview

e Travel Authorization: All travel must be pre-approved by the designated authority.

« Travel Arrangements: Employees are required to use preferred travel providers to
secure the best rates.

e Reimbursement: Detailed receipts must be submitted for reimbursement within [number
of days] after travel completion.

o Travel Safety: Employees are advised to review safety guidelines and emergency
contacts prior to departure.

International Travel Specifics

« All international travel must comply with applicable regulations and visa requirements.
o Travelers should register their trips with [relevant government agency].

We appreciate your consideration of our application and are committed to upholding our travel
policy to ensure a safe and compliant travel experience for our employees.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Organization]
[Contact Information]



