Salary Advance Loan Application for Travel
Expenses

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Manager's Name]
[Company's Name]
[Company's Address]
[City, State, Zip Code]

Dear [Manager's Name],

| am writing to formally request a salary advance loan to cover travel expenses for an upcoming
[mention purpose, e.g., business trip, conference]. The total amount | am seeking is [amount].

The details of the planned travel are as follows:

o Destination: [Destination]
o Travel Dates: [Start Date] to [End Date]
e Purpose of Travel: [Brief explanation]

| believe this travel is essential for [mention how it relates to your work or project]. I am willing
to repay the advance through deductions from my salary over the next [number of months]
months, starting from my next paycheck.

Thank you for considering my request. 1 am looking forward to your positive response. Please
feel free to contact me if you need any further information.

Sincerely,
[Your Name]
[Your Job Title]



