
Travel Policy Guidelines for Employees 

Dear [Employee Name], 

We are pleased to share the updated Travel Policy Guidelines that will ensure efficient travel 

management within our organization. Please review the following points carefully: 

1. Travel Authorization 

All travel must be pre-approved by your manager. Submit your travel requests at least [number] 

days in advance. 

2. Expenses 

Employees will be reimbursed for travel-related expenses such as transportation, 

accommodation, and meals. Receipts are required for all expenses exceeding [amount]. 

3. Booking Travel 

Employees are encouraged to book travel through our designated travel agency to ensure 

compliance with corporate rates. 

4. Use of Personal Vehicles 

If using a personal vehicle for business travel, employees must provide proof of insurance and 

may be reimbursed at the current mileage rate. 

5. Safety and Compliance 

Employees are responsible for adhering to their destination's safety guidelines and must comply 

with all local laws and regulations. 

For any questions or further clarifications, please contact the HR department. Thank you for your 

attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


