Travel Homework – Business Trip Expenses Writing Exercise

Travel is an area of TOEIC that includes ; travel for work, air travel, hotels and car rental. A list of travel vocabulary is available on AREL for you.
You are going to create your own business trip.
For this writing exercise you will complete two emails to your manager and a business trip expenses table that includes the costs of your expenses.

Exercise 1.
Write to your manager in the form of a professional email requesting his / her authorisation for you to go on a business trip. Give your professional reasons why you would like to go on the trip.

Exercise 2.
[bookmark: _GoBack]Assume that your manager has authorised your business trip and you attended the trip. Now you are wanting to claim back your expenses. Write a second email to your manager and attach a table that shows all of your business trip expenses. Include the following items:

1. The location and duration of your trip.
2. The travel costs.
3. The hotel costs.
4. The food and drink costs.
5. The cost to hire a car.
6. Additional costs you may want to include e.g. conference fees.

Exercise 3.
Please print off your work and give it to me in class by Friday 28th February.
Your work will be marked and your points included in the ‘writing’ assessment for this semester.
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