
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Travel Expense Reimbursement Request  

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

reimbursement for travel expenses incurred during my recent trip for 

[mention purpose of travel, e.g., business meeting, conference] from 

[start date] to [end date].  

Below, I have detailed the expenses for your reference:  

1. **Transportation**  

 - Date: [Date]  

 - Description: [e.g., Flight, Taxi, etc.]  

 - Amount: $[Amount]  

2. **Accommodation**  

 - Date: [Date]  

 - Description: [e.g., Hotel name]  

 - Amount: $[Amount]  

3. **Meals**  

 - Date: [Date]  

 - Description: [e.g., Lunch, Dinner, etc.]  

 - Amount: $[Amount]  

4. **Other Expenses**  

 - Date: [Date]  

 - Description: [e.g., Parking, Conference Fees]  

 - Amount: $[Amount]  

The total amount requested for reimbursement is $[Total Amount]. I have 

attached all relevant receipts and documentation for your review.  

Thank you for your attention to this matter. Please let me know if you 

need any further information or clarification. I appreciate your prompt 

processing of this request.  

Sincerely,  

[Your Name]  

[Your Job Title] 


