
Travel Request for Project Completion 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Immediate Travel Need for Project Completion 

Dear [Recipient's Name], 

I am writing to formally request immediate travel approval for the purpose of completing the 

[Project Name] project. Due to unforeseen circumstances and critical project deadlines, my 

presence on-site is essential to ensure timely completion. 

The travel details are as follows: 

• Destination: [Destination] 

• Departure Date: [Departure Date] 

• Return Date: [Return Date] 

• Reason for Travel: [Brief Explanation] 

I believe that this travel will greatly contribute to the success of the project and help in 

addressing the current challenges we face. 

Thank you for considering my request. I look forward to your prompt approval. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


