
Urgent Travel Request for Business Meeting 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Urgent Travel Request for Business Meeting 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request urgent travel approval for an 

upcoming business meeting scheduled for [Insert Date] in [Insert Location]. This meeting is 

crucial for [briefly explain the purpose or importance of the meeting]. 

Details of the travel are as follows: 

• Departure Date: [Insert Departure Date] 

• Return Date: [Insert Return Date] 

• Destination: [Insert Destination] 

• Purpose of Travel: [Explain purpose in a sentence] 

Due to the importance of this meeting, I kindly request expedited approval for all necessary 

travel arrangements. If approved, I will ensure that all expenses are documented and within 

budget guidelines. 

Thank you for considering my request. I am looking forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


