
Employer Authorization for Employee Travel 

Date: [Insert Date] 

To Whom It May Concern, 

This letter serves as an official authorization for [Employee Name], holding the position of 

[Employee Position] at [Company Name], to travel for business purposes. 

Travel Details: 

• Destination: [Insert Destination] 

• Travel Dates: [Insert Start Date] to [Insert End Date] 

• Purpose of Travel: [Insert Purpose] 

During the course of this travel, [Employee Name] is authorized to incur expenses related to 

accommodations, meals, and transportation. All necessary arrangements will be covered by 

[Company Name]. 

If you require any further information or verification, please feel free to contact me at [Your 

Contact Information]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[Contact Information] 


