
Formal Travel Reimbursement Letter

Dear [Recipient Name],

I am writing to request reimbursement for travel expenses incurred during [event/trip] from [start

date] to [end date]. Attached are all relevant receipts and a summary of the expenses totaling

[amount].

I kindly request that the reimbursement be processed at your earliest convenience. Thank you for

your attention to this matter.

Sincerely,

[Your Name]

[Position]

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/reimbursement-request-letter


