Reimbursement Claim for Business Expenses

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Manager's Name]
[Company's Name]
[Company's Address]
[City, State, ZIP Code]
Dear [Manager's Name],

I am writing to formally submit a reimbursement claim for business expenses incurred during
[insert specific event or time period]. The details of the expenses are outlined below:

o Expense: [Description of Expense] - Amount: [Amount] - Date: [Date]
o Expense: [Description of Expense] - Amount: [Amount] - Date: [Date]
o Expense: [Description of Expense] - Amount: [Amount] - Date: [Date]

Attached are the receipts and any necessary documentation supporting this claim for your
review. The total amount to be reimbursed is [Total Amount].

| appreciate your attention to this matter and look forward to your prompt processing of the
claim.

Thank you for your support.
Sincerely,
[Your Name]

[Your Position]



