
Travel Request for Special Occasion 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Quick Travel Request for Special Occasion 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request approval for a brief travel 

opportunity to attend a special occasion. The details are as follows: 

• Occasion: [Insert Occasion] 

• Date: [Insert Date] 

• Location: [Insert Location] 

This occasion holds significant importance for me, and I believe it is essential for personal 

reasons. I plan to leave on [Insert Departure Date] and return on [Insert Return Date]. I will 

ensure that all my responsibilities are handled prior to my departure, and I will keep in touch 

during my absence. 

Thank you for considering my request. I would greatly appreciate your understanding and 

support. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


