
Journey Itinerary Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your approval for my 

upcoming journey itinerary as detailed below: 

Journey Details 

• Departure Date: [Insert Departure Date] 

• Return Date: [Insert Return Date] 

• Destination: [Insert Destination] 

• Purpose of Travel: [Insert Purpose] 

• Travel Mode: [Insert Mode of Travel] 

I believe this journey is essential for [briefly explain the necessity and benefits]. Your approval 

will enable me to make the necessary arrangements at the earliest. 

Thank you for considering my request. I look forward to your favorable response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


