
Endorsement Letter for Travel Expense Allowance 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Job Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally endorse the travel expense allowance request submitted by [Employee's 

Name] for their upcoming business trip to [Destination] from [Start Date] to [End Date]. 

The purpose of this trip is to [briefly describe the purpose of the trip]. I believe that the expenses 

outlined in the request are necessary for the successful completion of this task and align with our 

organizational objectives. 

Based on [Employee's Name]'s prior contributions and the anticipated outcomes of this trip, I 

fully support this allowance request and urge you to approve it at your earliest convenience. 

Thank you for considering this endorsement. Please feel free to contact me should you require 

any additional information. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Typed Name] 

[Your Job Title] 

[Your Organization] 


