
Travel Budget Approval Request 

Date: [Insert Date] 

To: [Approver's Name] 

From: [Your Name] 

Subject: Request for Travel Budget Approval for [Conference Name] 

Dear [Approver's Name], 

I am writing to formally request approval for the travel budget necessary to attend the 

[Conference Name] taking place from [Start Date] to [End Date] in [Location]. This conference 

is an excellent opportunity for professional development and will allow me to connect with 

industry experts, exchange ideas, and represent our organization effectively. 

Proposed Budget Summary 

• Registration Fee: $[Amount] 

• Airfare: $[Amount] 

• Accommodation: $[Amount] 

• Meals: $[Amount] 

• Transportation: $[Amount] 

Total Estimated Budget: $[Total Amount] 

I have also attached the conference itinerary and any additional documents for your review. I 

would appreciate your approval at your earliest convenience, so I can proceed with the necessary 

arrangements. 

Thank you for considering my request. Please feel free to reach out to me if you need any further 

information. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


