
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to formally request 

reimbursement for [describe the expenses, e.g., "medication expenses, 

travel costs related to healthcare appointments, etc."] incurred during 

[specify time period, e.g., "the month of September 2023"]. 

Attached are the necessary documents supporting my claim, including [list 

items: receipts, invoices, any required forms]. The total amount for 

reimbursement is [total amount]. 

I appreciate your attention to this matter and look forward to your 

prompt response. Should you require any more information or 

clarification, please do not hesitate to reach out. 

Thank you for your assistance. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position, if applicable]  

[Your Account Number, if applicable]  

Attachments: [list of documents] 


