
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

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

reimbursement for my recent educational expenses related to 

[Course/Program Name], which I believe will significantly enhance my 

skills and contribute to my role at [Company's Name].  

The details of the program are as follows:  

- Course/Program Title: [Title]  

- Institution: [Name of Institution]  

- Duration: [Start Date to End Date]  

- Total Cost: [Amount]  

I have attached the receipts and any relevant documents for your review. 

The knowledge and skills gained from this program will not only benefit 

my personal development but also align with our team goals and 

objectives, particularly in [specific area related to your job].  

Thank you for considering my request. I am looking forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Job Title] 


