
Quick Email for Air Ticket Booking

Subject: Air Ticket Booking Request

Hi [HR Name],

I am scheduled to travel to [Destination] from [Start Date] to [End Date] for official purposes. Could

you please assist in booking the air ticket at the earliest convenience?

Thank you in advance.

Best regards,  

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/request-letter-for-air-ticket-booking-to-hr


