Travel Request for Networking Event
Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]
Subject: Request for Travel Approval to Networking Event
Dear [Recipient Name],
I hope this message finds you well. I am writing to request approval for spontaneous travel to
attend a networking event scheduled for [insert date] in [insert location]. This event presents a
valuable opportunity to connect with industry professionals, share insights, and explore potential
collaborations that can benefit our organization.
The networking event will feature keynote speakers, panel discussions, and interactive sessions
tailored to our field. I believe that my participation will enhance our team's visibility and
strengthen our professional network, ultimately contributing to our strategic goals.
Below are the details of the event:

e Event Name: [Insert Event Name]

o Date: [Insert Date]

e Location: [Insert Location]

e Duration: [Insert Duration]

| kindly request your approval for travel expenses, including transportation and accommodation,
which will amount to approximately [insert estimated cost].

Thank you for considering my request. I am looking forward to your positive response.
Sincerely,
[Your Name]

[Your Job Title]
[Your Contact Information]



