
Approval Notice for Educational Field Trip 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Sender's Name] 

Subject: Approval for Educational Field Trip 

Dear [Recipient's Name], 

We are pleased to inform you that your request for an educational field trip to [Destination] on 

[Date] has been approved. The purpose of this trip is to [Brief Description of the Educational 

Purpose]. 

Please ensure that all necessary arrangements are made and that students are aware of the 

guidelines and expectations for the trip. A total of [Number of Students] students will be 

attending, accompanied by [Number of Chaperones] chaperones. 

Kindly submit the final itinerary and any additional information required by [Due Date]. Should 

you have any questions or need further assistance, please feel free to reach out. 

Thank you for your efforts in creating valuable learning experiences for our students. 

Sincerely, 

[Sender's Name] 

[Sender's Title] 

[School/Organization Name] 


